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This guide is designed to assist you in using ECF. It isdesigned to get you us-

ing the major docketing features of the ECF system.

Topics are broken down into sections covering a docketing concept. Each sec-
tion is then broken down in to the tasks then steps within the concept.

This user manual is laid out in the following

format

Section and Title of task

task number

Sl

Open a New Bankruptcy Case

Today i meare o cpen e bk
. s el Erwill aeed o oo

The mmjortty of Fimms
of Ihe large manber of pr

Reference:
& Seellon L1 Cratg the Plading

= Seellon 1.3 Conver ling o Documwnl Lo POF
& Seellon 16 Ataching a FOF Docoment

. carching For n Party

s Parly
Socllon XX Paylog Fees Over e Tniermet

STEP 1 Seiect Qogn g BE Ce from e Baskmpiey mens cpilos.

STEP 2 Onthe first sreen you will seleel fhe cume chpter uad whefker ihe cise i ajoint fling (see Fig-
“lck [Nexi].

he perty semrch window. Fefier 1o section 1.1 fo¢ setrebing for
1y, Wemember ItE] you mast create L Tew porty 3

rty i sec.
pEne 8 e

tin E
bankrp iy gise.

will need o search for and
e soreen o selpobonee
1 your joist debtars ro-
heck. AISE rememmber bo ase

8 information
co-hahilat. remove If

Anisiosal

ype of Dizbicr mud UL tn the remaining, Rikds approprtely in Ngars 3. Yoo wil
transfer dnfz 1F eliher of those events ocour.

. Inst ek
L5, Bankupky cnnn-n:lnd\ulan M

O pen New Bankiuplcy Case

A aie type .m: -
Dave [led 3252065

Chaprer |7
Jeinr Ponion

Deficiencies 1 =

([T ] [Ciear]

"

Flgure 1

warch for a partyijoint debior)

LastHuginess mane
[[Eaesch | [ Chear

[Pty wearchpesubis
hiarin. Sermual G

[ Capy provieus pasty's addioss
|_Bakct nama ran It | | Creea new parky |

S8 Tax I

Flgure 2
Trpe of debitey [ Indiedual [ Corporation. [ Pamnerszp Charing Baok:
[ Bakead [] Srechbecker [] Commedi Broker [ Other
Fee wtatus | Poid ]
® Fdebt Asset matice | No w
b T -
T el Ereimated ymsber of credtors 5
Vebastury [vokmsry o
e—— = Entimadrd aspess| 3-451000 -
wrem |20 Estmaated debas | $0-451000 -
Diate split nansfer
[(CHest | (D
Flgure 3
an U.E. Bankuptcy Caurt-District of Lah

\

Stepsto perform the
tasks

March 18, 2008

U.S. Bankruptcy Court-District of Utah




CM/ECF Comprehensive Reference Manual

U.S. Bankruptcy Court-District of Utah March 18, 2008



CM/ECF Comprehensive Reference Manual

Section 1: An Overview of ECF

Table of Contents

1. Using ECF 8
2. Navigating Thru ECF 10
Section 2: Document Basics

1. Creating the Pleading 14
2. Creating an Electronic Order 16
3. Converting a Document to PDF 18
4. Combining PDF Documents 20
5. Extracting PDF Pages 22
6. Attaching a PDF Document 24
7. Additional Attachments 26
8. Referencing an Existing Document 28
Section 3: Party Records

1. Search for a Party 32
2. Creating a Party 34
3. Adding a Party 36
Section 4: Filing a New Case

1. Open a New Bankruptcy Case 40
2. Case Upload 44
3. Open an Involuntary Case 46
4. Open an Adversary Case 48
5. Statement of Social Security Number (B-21) 52
6 Means Test 54
Section 5: Filing Documents on the

ECF System

1. Add Creditors 58
2. Motions 60
3. Multi-Part Motions 62
4. Amendments 64
5. Amended Matrix & Schedules 66
6. Compensation 68
7. Conversions 72
8. Creditor Counseling / Finance 74
Management Training

9. Electronically Paid Fees 76
10. Employ 78

Section 5: Filing Documents on the ECF
System (Continued)

11. Mation to Confirm by Consent

12. Notice of Appearance and Request for Notice
13. Notice of Endorsement

14. Notice of Hearing

15. Objections

16. Proof of Claims

17. Proposed/Pending Orders

18.Shorten Time v. Expedite Hearing

19. Tax Documents

20. Additional Tips on Bankruptcy Events

Section 6: Creditor Maintenance
1. Creating a Creditor Matrix

2. Uploading a Creditor Matrix

3. Editing a Creditor Matrix

4. Adding Creditorsto an Existing Case
5. Domestic Support Matrix

Section 7: Reports/Queries
1. Cases Report
2. Docket Report

3. Query

Section 8: ECF Utilities

1. Internet Payments Due

2. Internet Payment History

3. Maintain ECF User Account
4. Transaction Log

5. Recipient Mailing List

6. ECF Users Report

Appendix
A. System Troubleshooting and Help

80
82
86
88
92
94
96
98
100
102

106
108
110
112
114

118
120
122

128
132
134
136
138
140

160

March 18, 2008

U.S. Bankruptcy Court-District of Utah



CM/ECF Comprehensive Reference Manual

U.S. Bankruptcy Court-District of Utah 6 March 18, 2008



CM/ECF Comprehensive Reference Manual

1.0

An Overview
of CM/ECF

This section will cover what CM/ECF is, what software is
needed and how to navigate around ECF. The section will also
go over available ECF events available to registered users.

This section will list events:

1. Using ECF
2. Navigating around ECF

March 18, 2008 7 U.S. Bankruptcy Court-District of Utah
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1.1
Using ECF

The CM/ECF system isthe Bankruptcy Court’s el ectronic case filing and management system which has been used
by the Didtrict of Utah since Fall 2002. The system is designed to allow attorneys and trustees to open bankruptcy and
adversary cases and file pleadings and documentation into the system, and pay for fees over the Internet. A number of

advantages of the system is:
e 24 hour access to the system
eReduced cost of ddlivering documentation to the court
N0 4:30 p.m. deadline to catch before the clerk’s office closes
eAn overall reduced cost
eSimplified archiving and retrieval of casefiles
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Internet Browsers

ECF is designed to be used over the Internet using an Internet browser. Browsers that can be used are Internet
Explorer 7.0 and Firefox 2.

Adobe Acrobat

The court will only accept e ectronic documentation in a PDF format, with the exception of the creditor ma-
trix, which is atext document. Adobeisthe proprietary license holder for PDF or the portable document for-
mat.

Acrobat version 4 or above are acceptable programs to use to create your pdf documents for filing to ECF.
Acrobat isthe only way to create a PDF document from a scanned document.

It also the only way to combine and extract PDF documents (see section 2.4 & 2.5).

Hardware

Because of the chance of physical documentation needing to be used within a case, the use of a scanner may
become necessary. There are anumber of types of scanners available on the market. If you are going to scan a
large amount of documents, you may want to consider purchasing a high-speed scanner with an automatic
document feeder. If you will be only scanning small amounts, aflatbed or sheet feed scanner with work.

Because of the number of documentsthat you will be uploading into the ECF system as well asthe ECF
pages you will be moving through, it is recommended that you use a high-speed connection to the Internet.

March 18, 2008 9 U.S. Bankruptcy Court-District of Utah
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1 2 Navigating Through
ECF

Navigating around ECF is the same as navigating through any other Internet site. Y ou can usethe browser buttonsto
move back and forth between pages that you have been to, as well as move through the ECF pages using the page
buttons to move to anew screen. Thereare only a few things that you will need to remember concerning navigation.

Browser Navigation Buttons

Y ou can use the browser’s navigation buttons to move back and forth between pages that you
have been to. Thiswill allow you to review the pages and information that you have entered
into them. The thing to remember about the browser buttonsisthat you can use the forward
button after using the backward button if you have not changed infor mation on a page that
you went back through. If you enter or change information, you will then need to usethe
pages buttons and re-enter information as you move forward.

ECF Menu Bar

Clicking on the ECF Menu Bar will take you to the top of the ECF Categorieslist for that
menu. If you arefiling a case or pleading and decide to start over for whatever reason, you can
simply click on a Menu option to take you back to the start of that category list.

ECF Categories

ECF Categories are hyperlinks that will take you through the process of filing that event,
whether it be anew casefiling, amotion or an objection. Asyou move through these pages,
you will enter information and then click on the [Next] or [Submit] buttons to continue on to
the next screen.

Information is not submitted to ECF unless you click on a[Submit] button (such as creating a
new party) or when you are given the screen containing the final docket text. This page will
usually contain warning text above the [Next] button warning that the filing will become final-
ized.

U.S. Bankruptcy Court-District of Utah 10 March 18, 2008
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Browser Navigation Buttons ECF Menu Bar
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2.0

Document Basics

In order to accomplish an electronic filing, an ECF user will often be
required to attach an image of the document being transmitted. This
pleading must be in a Portable Document Format (PDF) using Adobe
Acrobat software. This section of the manual is designed to familiarize
the ECF user with the procedures for preparing and converting PDF
documents for ECF system. It will also address the requirements for a
Creditor Matrix file.

This section will cover:

Creating a Pleading

Creating an Electronic Order
Converting a Document to PDF
Combining PDF Documents
Extracting PDF Pages

Attaching PDF Document
Additional Attachments
Referencing an Existing Document

N~ WDNE
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2.1

Creating the Pleading

The vast majority of ECF filings require the same documentation that would have been filed if the event had been
filed across the counter at the clerk’s office. All pleadings that do not require a prepared document will be noted as
No Image during the selecting of the event. Appendix A alsolistsall ECF events and aso list those events that do not
reguire supporting documentation.

All pleadings that require documentation will require a PDF version of the document being uploaded to the ECF
system. Thereare anumber of items requested or required by the court to be included on all pleadings uploaded to the
system.

Thefirg item that isrequested/required on your pleadingsis“FILED ELECTRONICALLY™ to be placed near the
top of your document. Thisisrequested so that the court knows whether your filed the pleading across ECF verses
coming to the counter and the court filing your ECF event.

The second item that the court requests/required is something to indicate the date that the document was signed,
such as “Dated this day...” or “Dated:” Thisis dueto the fact that hand written signatures also included hand written
dates. Sincethereare no hand written signatures required for ECF documents, dates were being left off. So enter ina
date when the uploaded document was signed.

Thethird item that the court requires (per local rule) isthe “/s/” to indicate to the court that you have the original
document signed and in your possession.

A guestion was posed about having to create two documents, one with a regular signature line that is manually signed,
and the second that contains the /s/. Smply create the document with the /s/ and the typed name, and then print it off
to the printer and have the individual sign the document above the /s “signature.”

The pleading can be created using any word processing application: Microsoft Word, Corel WordPerfect, or OpenOf-
fice.

If you are creating a document that will include noticing information, such as a Notice of Hearing or Certificate of
Service, you may refer to section 8.5: Recipient Mailing Ligt, for the list of e ectronic and manual recipients. You
may then include on the noticing document the parties to the case and the addresses of the parties as listed on the Re-
cipient Mailing List. Registered ECF users may be indicated with a “Received Electronically”, as shown on the sam-
ple document on the next page before converting to PDF, to indicate how the parties were provided notice.

U.S. Bankruptcy Court-District of Utah 14 March 18, 2008
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EXAMPLE PLEADING

In the United States Bankruptcy Court
District of Utah, Central Division

InRe: Bankruptcy Case Number
Debtor(s) [Chapter 7]
[Filed Electronically]
Title of Pleading
Body of Document

Prayer
Wherefore,

Dated this 20" day of January, 2004
Remember to date and sign your motion if converting immediately to PDF.

/s Michelle Bugni
Attorney for Debtor

Certificate of Mailing
Roger G. Segal
(Received Electronically) (Indicate the method of notice)

Jeffrey H. Hagen
Whatcott Barrett & Hagen
1846 South 300 West

Salt Lake City, Ut 84115

Kent W. Plott
3269 South Main Street, Ste. 100
Salt Lake, UT 84115

March 18, 2008 15 U.S. Bankruptcy Court-District of Utah
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2.2

Creating an Electronic Order

There are three recommended items to remember when creating an order to be uploaded to the ECF system.

Thefirg item that isrequired (per local rule) isatwo and a half inch margin at the top of the first page. Most elec-
tronically filed orderswill receive an eectronic sgnature from the judge. This signature will appear in thistop 2 1/2°
margin.

Second, because of the electronic signature, there isno need for the judge’s signature block. A signature block can
be used, but is not required with an order submitted electronically. With orders submitted in court, you will need to
include a signature block, as you havein the past. Still include the 2 1/2 inch margin as required by local rule.

Thethird item requested, since thereis no signature block, isthe indication that the order has come to an end, such
as “End of Order” — something to indicate the last page of the order.

A problem which has occurred with electronic ordersisthe scanning of the orders prior to submitting. Some scan-
nersthat scan to a PDF format are creating those documents at a page size larger than 8 1/2 X 11 inches. Local rule
requiresthat all documentsbe 8-1/2”x 11” — a standard sheet of paper. Before uploading your scanner PDF-
converted order, be sure that it meets the page size requirement. Best yet, convert your order from a word processing
program such as Word or WordPerfect.

Page Size

By local rule, all documents arerequired to be 8 1/2 x 11. This can become a problem when creating orders by
scanning the document. Some scannerswill create a document that islarger than the 8 1/2 x 11 required. When this
occurs, the documents— especially orders— will be forwarded to the Bankruptcy Noticing Center for noticing nation
wide. The BNC server will only take an 8 1/2 x 11 document. Any other sized document will be rgjected. The court
will then receive a Notice of Exception stating that the document was not noticed, and we will contact you to manually
notice that document.

It is safest to create all your documents using aword processing application and then “print” them to PDF instead of
printing the document to paper and scanning. When you do need to scan, make sure you check the PDF page size
(page size, not file size) to ensure that the document is8 1/2 x 11.

When you scan legal documents (8 1/2 x 14) you will need to scan it to a8 1/2 x 11 format. Theindividual then
reading the document will have to “zoom” the document to read it, but local rules applies here.

U.S. Bankruptcy Court-District of Utah 16 March 18, 2008
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The Electronic is attached to the first page of
the order, in the 2 1/2 inch top margin.

\

The below described is SIGNED.

ity

Dated: July 11, 2005 S bon ECL A
GLEN E. CLARK
U.5. Bankruptey Judge

Mark 5. Middlemas, Utah Bar No. 925
SHAPIRO & MEINHOLD. L.L.P.
102 West 500 South, Suite 300

Salt Lake City, UT 84101

Telephone: (80 1) 533-5361

Facsimile: (801) 961-9575

Email: mmiddlemas(@logs.com

(%]

Aftorneys for Litton Loan Servicing, LP as servicer for Deutsche Bank National Trust Company
f/k/a Banker's Trust Company of Califomia

IN THE UNITED STATES BANKRUPFTCY COURT
FOR THE DISTRICT OF UTAH

Central Division

In re: Chapter 13
KATHLEEN MIYAMOTO Bankruptey No. 03-21164
Diebtaor. Iudge: Glen Clark

[FILED ELECTRONICALLY]

ORDER GRANTING MOTION FOR TERMINATION
OF AUTOMATIC STAY FILED BY LITTON LOAN SERVICING, LP AS SERVICER
FOR DEUTSCHE BANK NATIONAL TRUST COMPANY F/K/A BANKER'S TRUST
COMPANY OF CALIFORNIA

The Motion of Litten Loan Servicing, LP as servicer for Deutsche Bank National Trust

Company f/k/a Banker's Trust Company of California, for Termination of Automatic Stay,

Filed: 0711505

March 18, 2008 17 U.S. Bankruptcy Court-District of Utah



CM/ECF Comprehensive Reference Manual

2.3

Converting a Document to PDF
(Portable Document Format)

Aswas mentioned in section 1.1, all documents uploaded to the ECF system arerequired to be PDF documents
(with the exception of the creditor matrix file). Thereisanumber of ways to convert documents into the PDF format.

Currently, the court recommends the use of Adobe Acrobat to convert your documentsto PDF. Adobe Acrobat
Reader isavailable on the Internet for free. This program isareader, allowing you to read PDF documents, it will not
create them. You will need to create your documents with a PDF “print driver.” Thereis an advantage to purchasing
acopy of Acrobat, and we will cover two features available only with thefull version of Acrobat in the next two sec-
tions,

Reference:
e Section 2.4 Combining PDF Documents
e Section 2.5 Extracting PDF Documents

Converting the Pleading to a PDF document basically consists of “printing” to the Adobe Acrobat application in-
stead of a printer. Below are the steps to convert a document from aword processing program

STEP1 Print thedocument. After you have created your document, click on the application’s print icon or go to
File > Print. In MS Word, the Printer windows appears. WordPerfect’s print window is about the same. Here you will
change your printer driver using the drop-down menu box (see figure 1). The Adobe PDFWriter ishighlighted. After
highlighting your selection, click on the[OK] button. Y ou will then get a Save PDF File Aswindow. For Adobe
Acrobat versions 6 and 7, the print driver that you will use is Adobe PDF.

STEP2 Give your PDF file a name and click on the[Save] button. Y our PDF document should now be saved to
your specified location.

Creating a PDF from a Scanned Document

Creating a PDF document from a scanned image is very similar, in that you will print the document to Acrobat.

Scanned documents converted to PDF can sometimes create larger file sizesthan that of a document created in a
word processing program, converted to PDF. ECF allows a document size of 2M B per attached image, which is
roughly 50 pages of a document created from aword processing application. So if you use an optical scanner to create
your PDF document, the number of pages may be decreased. The scanning guidelines bel ow are intended to aid users
in the preparation of PDF documents using a scanning device.

Scanning Guidelines

Quality and File Size

The quality of a document when scanned is determined by the level of detail recorded by the scanner. Thedetail is
referred to asresolution, which is measured by dots per inch or “dpi.” A document scanned with ahigher dpi will have
alarger file size and will take longer to scan than a document with alower dpi.

U.S. Bankruptcy Court-District of Utah 18 March 18, 2008
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A document which is scanned at a higher dpi will require alonger downloading period when filing it with the ECF
system. Additionadly, retrieval of the filed document will be dower for PACER and CM/ECF users.

The court recommends documents are scanned between 200-300 dpi in order to minimize file size as well as effi-
ciently upload and retrieve CM/ECF documents filed with the Court. The software used for scanning documents
should be properly configured to this setting when possible.

ECF users should be diligent while scanning to make surethe image is clear and readable before filing it in the ECF

system. Documents which are noticeably skewed or unreadable, will be marked as a possible error on the docket
sheet.

If users plan to scan exhibits which have been previously copied, the copies should be as “clean” as possible. Cop-

ies which contain dark areas and any copy distortion will inflate afile size. Make sure the copies are clear as possible
before scanning.

Mode

The mode of scanning can also impact file size. Mode of scanning can include “photograph”, “grayscale” or “black

and white.” ECF users should almost always use the “black and white” mode when scanning documentsto file with
the court.

Limitson Size

The maximum sze of a PDF file which can be filed with the ECF system is 2 Megabytes (MB). If auser attempts
to file adocument or attachment larger than 2MB, a warning will be displayed which forces the user to stop thefiling.

If adocument istoo large for filing, a user must separate the document into smaller parts using the Adobe Acrobat
software.

Page Size

By local rule, all documents are required to be 8 1/2 x 11. This can become a problem when creating orders by
scanning the document. Some scannerswill create a document that islarger than the 8 1/2 x 11 required. When this
occurs, the documents — especially orders— will be forwarded to the Bankruptcy Noticing Center for noticing nation
wide. The BNC server will only take an 8 1/2 x 11 document. Any other sized document will be rgjected. The court

will then receive a Notice of Exception stating that the document was not noticed, and we will contact you to manually
notice that document.

It is safest to create all your documents using aword processing application and then “print” them to PDF instead of
printing the document to paper and scanning. When you do need to scan, make sure you check the PDF page size
(page size, not file size) to ensure that the document is8 1/2 x 11.

When you scan legal documents (8 1/2 x 14) you will need to scan it to a8 1/2 x 11 format. Theindividual then
reading the document will have to “zoom” the document to read it, but local rules applies here.

March 18, 2008 19 U.S. Bankruptcy Court-District of Utah
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2.4

Combining PDF Documents

The court requests that if you have two related documents, such as amotion and an exhibit that supports that mo-
tion, that those two documents be combined if they do not exceed the two megabyte file size limit set by the ECF sys-
tem. Itisimportant to understand that each additional attachment to the filing will require anew browser window to
be opened to view the attached document.

The following procedure outlines the steps required to combined PDF documents. The full version of Adobe Acro-
bat isrequired to perform this procedure.

Reference:

e Section 2.3 Converting a Document to PDF
e Section 2.7 Additional Attachments

Do not combine events that
are required to appear sepa-
rately on the docket sheet.

For example, you would not com-
bine a Notice of Hearing to amo-
lion. But certificates of service are
someti mes combined with motions
and notices. Also, Statements and
Schedules are filed as one docu-
ment but cannot be combined with
al13 Plan.

More examples:

Notice of Intent can be combined
with Statements and Schedul es.

M otions and exhibits can be com-
bined, if document isunder 50
pages or 2M B.

Currently , the system
requires documentslar-
ger than 2MB (roughly
50 pages) to be broken
up into segments.

The notation:
[Document > Pages > Insert]
Refersto Adobe Acrobat 6+

STEP 1 Open up your main PDF document, such as amotion, within Adobe Acrobat
(Figure 1).

STEP 2 To combine the next PDF document, click on Document > Insert Pages
[Document > Pages > Insert]. Thiswill open up the Insert Pages Window.

STEP 3 Sdlect the filethat you want combined to the main document, such as an ex-
hibit. Either double-click on the file or |eft click once and then click on Select.

STEP 4 The Insert Pages window comes up (figure 2). Here, you can select to insert
the pages before or after thefirst page, the last page, or page whatever of whatever (the
number in the box isthe page that is currently displayed). Once you have decided
where to insert the pages, click on OK.

The combining of documentsis complete. Y ou can verify the inserted pages by using
the navigation buttons at the top and bottom of Acrobat.

If you insert the wrong page, or insert it in the wrong place, you will have to delete the
pages: Documents > Delete Pages [Document > Pages > Delete]

Y ou will need to save the document to get the full file size of the document after com-
bining pages.

U.S. Bankruptcy Court-District of Utah
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2.5

Extracting PDF Pages

Occasionally, you will receive a document that islarger than the two megabyte size limit allowed by the ECF sys-
tem. Most likdly, thiswill come from a scanned document, Since scanned documents are notorioudly largefiles. In
this case, you will need to split the document in half, or in more sections to present the document in court. Thisis
done by either converting the document in sections or by splitting the document after it has been converted to a PDF.
The processis similar to the combining of PDF documents.

The following procedure outlines the steps required to Extract PDF pages. The full version of Adobe Acrobat is
required to perform this procedure.

Reference:

e Section 2.3 Converting a Document to PDF
e Section 2.4 Combining PDF Documents
e Section 2.7 Additional Attachments

Currently , the system
requires documentslar-
ger than 2MB (roughly
50 pages) to be broken
up into segments.

The notation:
[Document > Pages > Insert]
Refersto Adobe Acrobat 6+

STEP 1 Open up your main PDF document, such as amotion, within Adobe Acrobat
(Figure 1).

STEP 2 To extract the pages, click on Document > Extract Pages [Document > Pages >
Extract]. Thiswill open up the Extract Pages Window (figure 2).

STEP 3 The page number in the boxes is the page that is currently displayed. Enter in
the range (whether sngle or multiple) of pages that you will be extracting.

STEP 4 Thisnext step isimportant and will effect the way your document is split. No-
tice the checkbox labeled Delete Pages After Extracting (figure 2). If you are going to
split the document into two separate documents, place a checkmark in the box. This
will create two separate documents from the one document (figure 3b). If you only
want to copy pages from the document to attach/combine to the filing, then leave the
checkbox unchecked. Thiswill allow you to extract the pages from the document and
not alter the original document (figure 3a). Once you have determined how you want to
manipulate your pages, click on OK. Click on OK for the confirmation box if deleting

your pages.

STEP5 The extracted pages are presented. The original PDF document is under these
extracted pages. Acrobat will name, by default, the extracted pages as Pages from ...
and the name of the original document. If you are satisfied with this split, close out of
the extracted pages by clicking on the lower “X” in the upper right-hand corner of Acro-
bat and then save the document.

STEP6 Close out of the original document and saveit.
If you were not happy with the split, close the main document without saving the docu-

ment. Thiswill bring back your original document before the split and will allow you to
split the document again.
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United States Bankruptcy Court

District of Utah

Louis T. Dunder
Dehtor

Filed Electronically

[ Signatures \f Comments \{ Thumbnails \{ Bookmarks

This is a simple filing to be used for training and has not resemblance to the actual

legal document, real ar imagined.

Dated this 1™ day of February 2003

k] 44 10fd

» M 85x1iin (O = # 4]

s/ Jared Johnson

Figure 1

Extract Pages E]

[ Delete Pages After Extracting

Fraorn: To: | 1 aof 19 ‘ ‘ ‘ ‘ ‘ ‘ .
b ot Figure 3a

| Delete Pages After Extracting
— oK | Cancel | —
sin [P TTHITE T O Lol T TLa TS LTI T I T oee filk ‘ ‘ ‘
real or imagined. ‘ ‘ ‘ X Delete Pages After Extracting
Figure 2 Figure 3b

March 18, 2008 23 U.S. Bankruptcy Court-District of Utah




CM/ECF Comprehensive Reference Manual

2.6

Attaching a PDF Document

Aswas mentioned in section 1.1, the vast majority of ECF filings require the documentation that would have been
filed if the event had been filed across the counter at the clerk’s office. 'Y ou need to be aware that sometime within
your event filing, you will be asked to upload the supporting PDF document. It will be important to know where your
supporting documents are kept within your computer/network system.

The procedure below will outline the steps to attach a PDF document to your filing. The process for attaching the
document isthe sameregardless of the filing event. It will consist of navigating to the file’s location, verifying that
the PDF document is the correct document, and then selecting the document. Additiona attachments will be covered
in the next section.

Reference:
e Section 2.3 Converting a Document to PDF
e Section 2.7 Additional Attachments

When you need to attach a PDF document to your filing, you will receive a page which will contain the
file upload section shown in figure 1. The upload section can come by itself on the page or with other
items, such as areference an existing document checkbox or alist of referenced documents/events.

STEP 1 Click on the browse button at the end of the filename text box. The File Upload window will
appesr.

STEP 2 If you are usng Netscape Navigator 4.x asyour browser, you will need to go to the box |abeled
Files of type and select “All Files (*.*)” from the drop-down menu. If you do not do this, you will not
see your documents.

STEP 3 Navigate to the location of your file. Thiswill depend on how your office/firm has determined
the saving of ECF documents.

STEP 4 A major error performed within the ECF system is the attaching of the wrong document to the
filing being performed. The court requests, for your sake, that your firg verify that the document that
you are about to upload to the system is the correct document. Thisis done by right-clicking on the
document name and sel ecting Open from the pop-up menu (see figure 3). Thiswill launch Adobe
Acrobat and allow you to review the document that you are attaching to be sure that it isthe one you
want attached to the filing.

STEP 5 After you have verified the document, you can close, or minimize Adobe Acrobat, and then
click on the [Open] button.

STEP 6 Once you have attached your PDF document, you can then click on the [Next] button to proceed
with your filing.
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=elect the pdf document (for example: CA199cwa01-21 pdf). Figure 1
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2.1

Additional Attachments

If the PDF document you are filing has exhibits or additional documentation, you may identify these support docu-
ments as attachments. Additionally, if the pleading you are filing exceeds the two megabyte file limit set by the ECF
system, you will berequired to break this document up into segments. These sections will then be added to the filing
as an additional attachment.

Be aware that the court strongly recommends combining similar documents together. For each additional attach-
ment that you attach, it becomes an additional attachment for the judge to open and deal with. It isunderstood that
additional attachments are unavoidable, but when possible, use them sparingly.*

Reference:

Section 2.3 Converting a Document to PDF
Section 2.4 Combining PDF Documents
Section 2.5 Extracting PDF Pages

Section 2.6 Attaching a PDF Document

Each attachment will be added separately using the browse procedures outlined in the previous sec-
tion 1.6.

STEP 1 Click on the radio button after attaching your main document (figure 1), and then click on
next. The screen shown in figure 2 will appear.

STEP 2 Attach your additional document as per section 1.6.

STEP 3 You may further identify the attachment, in section 2 of the attachment screen, by selecting
a document type or typing in adescription or both.

STEP 4 You arerequired to add the document to the list of attachments for the pleading you are fil-
ing by clicking on the [Add to List] button.

Repeat steps 2-4 if you have additional attachments.

STEP 5 Onceyou haveincluded all support documentation click on the [Next] button to continue.

* Background: When the court first implemented the ECF system, e-filers would upload a main docu-
ment with the file sze of ~760kb, and then add additional attachments of ~450kb, 1,050kb. After hav-
ing so many small files open, the judges requested that small, similar, supporting documents be com-
bined into one.
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Filename

CADocuments and Settings'\inhnsunj"\hdj

Sittachments to Document: O Mo & Yes
A

Figure 1

+Fv District of Utah - Train Database - Netscape
File Edit Yiew Go Communicator Help

3 > 2 3 2 @ 3 3 0O 8

H Back Ferward  Reload Home Search  Metscape Print Security Shop Stan)
- J%\nslanthflsssage Wiebhail Radio People ‘ellow Pages Download Calendar L‘i Channels

' J 7 Baokmarks \& Location: |https: / fect-train. utb.uscourts, gov/cgi-bindlogin plPo9664 24587952842-L_916_0-1 j ﬁl' ‘wihat's Related

EEC F Bankruptcy . Adversary . Query . Reports . Utilities . Logout ?
1) Enter the pdf document that contains attachment (for example: C:\appendix.pdf).

Filename

|H: VTraining docsh\Documentl . pdf Browse... |

2) Select a document type and/or enter a description.

Type Description

[Exhibit H|rrust Deed

3) Add the filename to the list box below. If you have more attachments, go back to Step 1.
When the list of filenames is complete, click on the Next button.

. oA =]
H:ATraining docs\attachmentdoc4.pdf Add to List |

Remove from List |

Next o
|5 == |Document, Dane itk H =i

Figure 2

March 18, 2008 27 U.S. Bankruptcy Court-District of Utah



CM/ECF Comprehensive Reference Manual

2.8

Referencing an Existing
Document

There will be timeswhen you will need to reference a document that has been filed previously. Such events would
be objections, notices, orders and amended documents.

It isimportant to understand that the document that you will be uploading isreferring to a previous document — a
present document referring to a past document.

The procedure below outlinesthe stepsto referring to a past event. The use of the mouse in combination with the
control or shift key will help you with defining the scope of your document-type search, by either selecting grouped
document types, or individual types from the list. Thefollowing steps outline the procedure for referencing a docu-
ment, which occurs within other events, such asan order or an objection. The steps bel ow will begin when you reach
the PDF document attachment page that presents you the “Refer to existing event(s)?” option (figure 1).

Reference:
e Section 2.6 Attaching a PDF Document

STEP 1 You will need to be sure to place a checkmark in the check box labeled “Refer to existing
event(s)?” (figure 1) If you do not, you will not get the document-types page or the page with the
documentsto refer to.

If you progress through your filing event, reach the final text screen and did not get a chanceto refer-
ence the document you are referring to, go back using the browser ’s back button and place a check
mark in the box labeled “Refer to existing event(s)?”

STEP 2 You will now need to attach your supporting document per section 2.6. Thisisthe docu-
ment that you are filing. Once you have attached your referencing document, click on [Next].

STEP 3 You will get a screen with a number of document types (see Figure 2). Thislist will help
you to find the rd ated document by trying to guess what type (or category) the document may be
under. By selecting one (or more) categories you are able to minimize your search for the related
document. Y ou may select more that one category (or all categories) by holding down the [Cirl] or
[Shift] keys. To select al thetypes, you can click on the Select All button. Be aware that with large
cases, you will get ALL the documents that have been filed in the case.

After selecting the category you think your document isunder, click [Next].

STEP 4 The document types that you selected arereturned (see Figure 3). Select the appropriate
document that you wish to create an association to by clicking on the box that corresponds to that
document (see Figure 4). If thereis more than one possibility, click on the document number hyper-
link to view the image associated with that document. To view an image you will be taken to the
PACER login screen and charges will apply.

STEP 5 Once you have selected therelated document, click on [Next] to continue with your filing.
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Refer to existing event(s)?

Filename
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you to identify your
related document by
the document num-
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court.
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grouped to-
gether, click on
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down the Shift
key, and then
click on the last
item (court)

To select types
that are not
grouped to-
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the Ctrl key and
then select each
desired item
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EEC F Bankruptcy . Adversary *  Query

Select the appropriate event(s) to which your event relates:

{mmbaty, )

by Wells Fargo Bank (mmbaty, )

Attorney mmbaty (mmbaty, )

(mmbtr, )
Next Clear
& [=p=| |Document: Done

0 03/04/2003 102 Motion for Entry of Judgment/Order (related
document(s):[34] Motion for Adequate Protection) Filed
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2
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Figure 3

1 03/04/2003 101 Motion for Ex Parte Relief Filed by Wells Fargo Bank

0 05/06/2003 106 Application for Compensation for Mark Hashimoto ,
Accountant, fee: $2000.00, Filed by Attorney mmbaty,
Accountant Mark Hashimoto (mmbaty, ) (ferminated)

r 05/07/2003 108 Application for Compensation for mmbaty , Debtor's
Attorney, fee: $1500.00, expenses: $45.00. Filed by

0 05/07/2003 109 Application for Compensation for Mark Hashimoto ,
Accountant, period: 11/1/2002 to 3/1/2003, fee:
$3500.00, expenses: $150.00. Filed by Trustee mmbtr
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3.0

Adding/Creating
a Party

If thisisthe first time the party or creditor you are representing has en-
tered an appearance with the court, you will need to createa party re-
cord in the court’s database. A search is done to determine if a party
record already exists, but is being added to a case for the first time.

This chapter will cover:

1. Searching for a Party
2. Creating a Party
3. Adding aParty
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3.1

Searching for a Party

There are two types of documents that we will be looking at: regular pleadings which will be uploaded to the ECF
system most of the time, and electronic orders.

These documents can be created by using any word processing program, such as Microsoft Word, Corel WordPer-
fect, Star OpenOffice or Atlantis Ocean Mind.

Y ou should review the local rule for the specific requirements for filing electronically.

Reference:
e Section 3.2 Creating a Party
e Section 3.3 Adding a Party

A search can be performed by search for a social security number, atax D number of alast or busi-
ness name. Even though social security numbers have their first five digits masked, enter in the com-
plete SSN to get areturn on the number.

STEP 1 Enter in your desired search criteria. SSN works best, since SSNstend to be assigned to a
singleindividual. If you search by alast or business name, all that is needed isthefirst threelettersto
get areturn with all the namesthat begin with those three letters. More letters will better define your
search and return fewer names.

Search for a party

The Name field can hold up to 200 SSN | Tax Id
characters. .
Last/Business name
STEP2 After you haveenteredin | First Name

your search parameters, click on Middle N
[Search]. You will get either No o7 e

person found screen or alisting of

parties that match the search parame-

ter (Figure 2).

e |f you need to create a party, click on [Create new party] and go to section 3.2.
e |If you need to add a party, click on [Select name from list] and go to section 2.3.
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3.2

Creating a New Party

You will need to create a party record if your search for the party name was unsuccessful or if you arefiling anew
bankruptcy. Theinformation filled out here will depend on the type of case that you are filing.

If you are filing a new bankruptcy case, you will need to add the party mailing address. If this mailing address con-
sists of a PO box, then that isthe address that you will use. If you arefiling anew adversary case, all that is needed to
be entered in the party information screen is the party name and role. No addressinformation is added, since al corre-
spondence will occur through the party counsels.

Reference:

e Section 3.1 Searching for a Party
e Section 3.3 Adding a Party

If your petition shows a middle
initial rather than a full middle
name, enter a period after ini-
tial.

Example; John W. Smith.

The Generation field is used for
Jr., 3., I, etc. Titlefiddis
used for M.D., D.V.M,, etc.

If your party hasa mailing ad-
dress and street address, enter
the mailing address in the party
screen. Select the county of the
mailing address.

STEP1 (Figurel)
e For anew case, enter the debtor’s name and mailing address information in
the appropriate boxes. Select the debtor’s county of residence from the drop-
down menu.

e For acreditor, you are not required to enter the address, (but can if you wish),
since notice can be sent to counsdl for the creditor.

STEP 2 Sdect the Role Type from the drop-down menu. It isimportant to be sureto
select the correct party role.

STEP 3 If the party has an alias, click on the [Alias] button. The Alias screen appears
(seeFigure2). You can enter up tofive aliasnames at atime. Alias Role selections
include aka, dba, fdba and fka. When you have finished adding the party aliases, click
on [Add aliases].

STEP 4 The Party Information screen reappears. Clicking on the [Review] button at
any time presents a screen summarizing the alias activity for this debtor. Verify that the
information is correct, and click [Return to Party Screen].

STEP5 The Party Information screen will return again. 1f you are finished adding
information for the party, and that information is correct, click on [Submit].

U.S. Bankruptcy Court-District of Utah
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[Party Information
Last name |FPortLight Traders LLC First name
Mhddle name Generation Title
SSN 223-11-1234 Tax ID
Office Address 1
Address 2 Address 3
City State Zip
County v Country
Phone Fax
F-mail
Role | Creditor (crcr) v
Party text
[ Sulimit ][ Cancel ][ Clear ]
Figure 1

Ahas Information

Last/Business name First name Middle name |Generation | Role
1 aka ¥
aka ¥
aka v

aka ¥

Lho| s | w2

aka ¥

[ Add aliases ] [ Clear ] Click the Add aliases button to return to the Party screen and submit all information for this party.

Figure 2 Often times ECF usersforget to

enter Alias information froma
petition.

Remember: Your entry should
match the attached pdf image of
your new case petition exactly.
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3.3

Adding a Party

Y ou may be required to add a party to a case if they do not appear on the party list.

When you add a party to a case, what you are doing is searching the court database and attaching an existing party
record to the case, which is different from creating a party. Creating a party adds arecord to the party database and
allows you to draw them into the case by adding them to the case.

You will normally add the party to the case after searching for the party and then selecting them from alist.

Reference:
e Section 3.1 Searching for a Party
e Section 3.2 Creating a Party

STEP 1 When you arefiling an event within a case, you will be required to “tie-it”
to a specific party. When thelist of current case parties is shown (figure 1), you
will need to select the party that isfiling the pleading. If the party is not there, click
on the Add/Create New Party hyperlink.

STEP 2 Search for thefiling party per section 3.1. If your search for a party re-
turned results, you will be able to select your party name from the resultslist.

STEP3 If the search returned anumber of results, you will need to sdect
the correct party. When you click and highlight a party, a pop-up window will ap-
pear that will display the party’s name and address (see Figure 2). Use thisinforma-
tion to select the correct party.

STEP4 If thisinformation is correct, click on the [Select name from list] button.

STEP5 The Party Information screen will appear. Therecord for the party should
be correct. Identify the Role type your party is playing in this case, in the lower-
right corner (see Figure 3). Enter Aliasinformation (if any). Y ou may click on the
[Review] button to check aliasinformation.

STEP 6 Onceyou are satisfied with this screen, click on the [Submit] button. Y our
newly added party should now be highlighted. Click on [Next] to continue with
your docketing event.
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Select the Party:

:Dunderhead. Becky [Debtor] (5898) & Add/Create Mew Party
Dunderhead, Joseph T [Deltor] (5535)
Loweridge, Elizabeth R. [Trustee] (384)
United States Trustee, [U.S. Trustee] (397)

Kl

[ et ] [ Clear ]

Figure 1

&) Person Address - Netscape

Pacifica Webh Design m

ﬂFigureZ

SSIN TaxId
Last/Busimess name

IParty search results

Pacific Wood Des_ig'n, B
e ]
Pacifica Web, B
Facifica Web,
Pacifica Wb,
Pacifica Weh Design,
Pacifica Web Design, ]
select name fram list ] [ Create new pary ]
e e —————— —————
Party Information
Fort Light Traders LLC  SSIN:Unknown
Office | Address 1
Address 2 Address 3
F'g ure 3 City | State | Zip |
County v Country
Theinformation on the b Fax
party record should be E-mail
correct or you should cre- Role | Creditor (crer) |
ate a new record for your Party text
party. The addressfor a
party that you are repre-
senting is not necessary. [_Subrmit ] [ Cancel | [ Clear ]
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4.0

Filing aNew Case

One of the benefits of Electronic Case Filing user permissions is the ability to
file a new case electronically viathe internet and receive a case number upon
completion of your filing. This section will outline the stepsinvolved in filing
anew casein ECF.

Some attorneys use software to prepare new cases for filing, so some of the
steps outlined in this section will differ, depending on the software you may
be using. Be sure that whatever software you are using adheres to filing re-
guirements.

This chapter will cover:

Open aNew Bankruptcy Case

Open an Involuntary Case

Open a new Adversary Proceeding

Filing a Statement of Social Security Number (B21)
Means Test
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4.1

Open a New Bankruptcy Case

The majority of firmsfiling today use some form of bankruptcy software to open their bankruptcy cases. Because of
the large number of programs, we will not look at any of them. You asa e-filer will need to look at the documentation
that came with your software to see how it interacts with the ECF system.

The following procedure is the steps to take when opening a new bankruptcy case using the ECF system. Y ou will
have needed to have created all documentation prior to this and have converted it to the PDF format.

A Statement of Social Security Number, usng Form B21, will be filed as a separate event. The meanstest docu-
mentation isalso filed as a separate event. These events and Amended Statement of SS can be found in the Other
Category and Debtor Events.

Reference:

Section 2.1 Creating the Pleading

Section 2.3 Converting a Document to PDF
Section 2.6 Attaching a PDF Document
Section 3.1 Sear ching for a Party

Section 3.2 Creating a Party

Section 8.1 Paying Fees Over the Inter net

To open anew bankruptcy case, click on the Open a BK Case hyperlink under the bankruptcy events.

STEP 1 Sdlect the Chapter and whether the case will have a Joint Petition. Disregard the Deficiencies option, since
the court deal s with deficiencies separate from the ECF system. If you do have deficiencies, the court will inform you
of those deficiencies. Click on Next.

STEP 2 You will now need to add your debtor or debtors to the case. Refer to Sections 3.:1 Searching for a
Party and 3.2: Creating a Party.

NOTE: JOINT DEBTOR: If you have selected “Y” for the Joint Debtor, you will need to search for and create an-
other party for the “joint debtor”. Beware that thereis a checkbox, on the screen to select/create the joint party, that
refersto the previous party’s address information (figure 2). If your joint debtors co-habitat, |eave the checkbox there,
if they do not co-habitat, remove the check.

STEP 3 You will receive a page indicating the divisiona office that the caseisassigned to (in Utah, all casesare
assigned to Salt Lake City). Click on Next.

STEP 4 Fill out the statistical information for this new case.

For the FEE STATUS:
o Selecting PAID will bill you the full amount of the filing fee, which you will pay by credit card.
o Selecting INSTALLMENTS requires you to enter the first half of the payment being made at the time of thisfil-
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Open New Bankruptcy Case

Date filed =/25/

Chapter | 7+
The Digtrict of Utah does
not use the Deficiency
field, so you would leave
it defaulted to “n”.

Jomt Petition | n

Deficiencies | n

ex

Party search results

Figure 1 barin, Samual C. =]

Figure 2

&C‘upy previous party's address

[ Select name from list ] [ Create new pary ]

Type of debtor
@ Individual
Prior filing within last 8 years no i+ O Corporation (includes LLC & LLP)
O Partnership
Fee status | Paid v O Other

Nature of debt M Nature of business

Asset notice | Mo v O Health Care Business
; : O Single Asset Real Estate
Estimated number of creditors v O Rairoad
Estimated assets v O Stockbreker
O Commodity Broker
O Clearing Banlk
O Other
[] Taz-Exempt Entity

Estimated debts v

Figure 3

ing. You will pay for thefirst haf by credit card at the end of thisfiling.

e Seect FEE NOT PAID when filing an IFP case. The court will make adjustments as needed upon approval of
the IFP waiver. If the waiver isdenied, you will then receive afees due notice and thefiling fee will need to be
paid.

e DO NOT USE the IFP FILING FEE WAIVED option.

For the Asset Notice:

. With a Chapter 7 case, the Asset Notice field will always be N. Evenif there are assets to this case, set
thefield to N and then if the trustee determines that there are assets, the trustee will then change the asset satus.
. With a Chapter 13 case, the Asset Notice will always be Y.

After filling out this page click on Next.
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Section 4.1: Open a New Bankruptcy Case

STEP 5 If you selected a chapter 7 case back on STEP 1, then you will receive the chapter 7 meanstest page, ask-
ing if the presumption of abuse arises with thiscase. Select yes or no according to what has been determined from the
chapter 7 meanstest (Form B22 A). If you have not filled out this form at thistime and/or if you are unsure at this
time, select unknown and be aware that you will need to file the appropriate forms at alater and timely manner.

STEP 6 Youwill benotified of the fee owed at the end of thisfiling. If you have selected ingtallments on the fee
status, then you will have an editable fee box with the full amount of the filing fee inserted by default. YOU MUST
CHANGE THE FEE TO THE CORRECT INSTALLMENT FEE PAYMENT (SEE THE BLUE AND RED
TEXT). If you do not change the fee amount, you will be charged the full amount of the filling fee.

STEP 7 Youwill need tofill out the Summary of Schedules screen. Thisinformation isfound on Schedules,
Form 22 (Means Test), Form 6 Summary of Schedules and Summary of Statistical Liabilities

SUMMARY OF SCHEDULES

Report the totals from Schedules A, B, D, E, F, I, ], Form 22, and Nondischargeable Debt in the boxes provided.

NAMFE OF SCHEDULE/FORM ASSETS LIABILITIES OTHER
A - Beal Property
E - Personal Property
D - Creditors Holding Secured Claims
E - Creditors Holding Tnzecured Prionty Claims
F - Creditors Holding Unsecured Nonprionty Claimns
Average Income (from Schedule I, Line 16}

A L £ Solbaddala T T 1

If you are not filing the schedules with the petition you may by pass this section of the screen and enter the figures
when filing the satement and schedules.

. Total Dischargeable Debt (Computed)
STEP 8 At the bottom of the summary of schedulesisthe docu- N e R

ment upload field. CM/ECF requires a PDF document to sUppOrt ||, sischargeable debt is not known
the electronic filing that you are performing. This document is the
same documents that you would have printed to paper and then
brought into the clerk’s office and filed at the counter. Now, you
are smply printing to an electronic file and will upload the docu- S.elect the pdf document (for example: CA189cw501-21. pdf).
ment to support thefiling. Refer to Section 2.6 Attachinga ~ [Filename

PDF Document.

Witachments to Document: ® Mo O Yes

STEP 9 You will get awarning concerning submitting this
screen commits thistransaction, and that is the only item on the
page -- disregard thiswarning and click on next.

Thisisthe last page prior to submitting your filing to the court (figure 1). Up to this point, the only thing that you
have submitted at thistime are any partiesthat you created for thiscase. Y ou may use the browser’s back button to
review previous pages to ensure that they have been filled out correctly and contain the desired information. 1f you
make no changes to the pages, you can then use the browser’s forward button to return to this page. If you makea
change to a page, you will then need to use the Next button at the bottom of each page until you return back to this
page. Once you are satisfied with thisfiling, click on the Next button to submit and commit thisfiling.
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Thisisthe Notice of Electronic Filing (figure 2). This notifies everyone that a bankruptcy case has been filed.
Along with this page will come up a pop-up window informing you that a fee is owed and will need to be paid (see
section 6.2). On the NEF, you will find the date and time of when the event was filed. The case number isgiven asa
hyperlink, which will take you to PACER and then the docket sheet for the case. 1f you click on the document number
hyperlink, you will be taken to PACER an then to the submitted document.

Two items of importance are located at the bottom of the NEF page. Thefirst isalisting of all registered ECF users
who are partiesto the case. All ECF usersin the case will receive E-natification of all events which occur within the
case. Thiscongtitutes legal notification for registered ECF users.

The second item isalisting of non-ECF registered parties who will need to be noticed manually.

Y ou will now need to upload the other documents need to support this new case, such asthe Statement and Schedules,
the Means Test, the Chapter 13 Plan if needed, etc.

Docket Text: Final Text
Chapter 7 Voluntary Petition. Filed by Howard Bacaville (Johnson, Jared)

Attention!! Subimitting this screen comnts this transaction. You will have no further opportumaty to modify thas
submission if you continue

Figure 1 _ —
[Motice of Banlruptey Case Filing

[The following transaction was recetved from Johnson, Jared entered on 10/18/2006 at 9:14 AW MDT and filed on 10/18/2006

Case Name: Howard Bacawille
Case Number: 06-20265 < Case Number
d
Documenturab=r) N Document number on docket
[Docket Text: Docket text
Chapter 7 Voluntary Petition. Filed by Howard Bacaville (Tohnson, Jaredy

[The following document(s) are associated with this transaction:

[Document desecription: 1amn Document

Original filename: C'\Documents and Settingsljohnsoni'dly Documents\Case Work\All Filings pdf
[Electronic document Stamp:

[STAMP blecfStamp ID=983650642 [Date=10/18/2006] [FileMNumber=395651-0]
[7df7de059c 171896510 1 eb ek efd 23 d2fbc7d344 04 e2c 0bebe 1de 37 7c3bbib 29
266ba5523062bbd2c0eccBba leacd5f71dc 185028963438 1e2b787e4d62])

6-20265 Notice will be electronically mailed to:

Tared Tohnson  bltrainer05@yahoo.com Parties that will receive e-notification.

6-20265 Notice will not be electronically mailed to:

[United States Trustee Parties that need manual notification

Figure 2
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4.2
Case Upload

Case upload allows you to upload case information to the CM/ECF system without having to use a third-party bank-
ruptcy program, and without having to go through the open a bankruptcy case hyperlink within CM/ECF.

Y ou will need to develop a debtor.txt file, which isadelimited text file containing all the required information
needed by the CM/ECF system.

Y ou will now need to combine al of your opening documents into one packet to be uploaded. This packet will con-
sist of the opening petition and the slatement of financial affairs and schedules. The Means Test will be uploaded as a
separate filing event from the Case Upl oad.

Reference:

e Section 2.1 Creating the Pleading

e Section 2.3 Converting a Document to PDF
e Section 2.6 Attaching a PDF Document

e Section 8.1 Paying Fees Over the Inter net

STEP 1 Click on the case upload hyperlink under the bankruptcy category.

STEP 2 Youwill have four fields allowing you to upload the required documents (figure 1).
Y ou will have to upload three documents: the debtor text file; the petition in pdf format; and
the creditor matrix text. If you file a chapter 13, you will aso need to upload the bankruptcy
plan in pdf format.

Once you have attached each of the files needed to support your new case, click on the next but-
ton.

You will get the notice of eectronic filing indicating that you have filed a bankruptcy case.

You will aso get the Internet fees due pop-up window (Section 8.1). Y ou may pay for thefiling
at thistime, or continue to file and pay your fee later.

statjnonel]4/10/2005]i | 7|plclviIn[FIEIA [In]lly|999999999999.99]169.48]3426789125.25(125.22|125.25[125.25|125.25/12
5.25(543873.34|debt|db|John||Covi ngton|||558-44-3254][2495 Gonea Way|||Santaquin|UT[84655/49049)(In|

A debtor.txt file
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Open New Bankruptcy Case
Case mformation
| o'\ Debtor.txd
Petition
c:\Petition pdf
Creditor matiix
chCreditor txt
Chapter 13 plan (chapter 13 anly)
c\Planpde
Figure 1

You can get further information on the Case Upload feature from the PACER Service
Center website at:
http://pacer.psc.uscourts.gov/cmecf/developer/case_upload.html

The site has a formatting “tech” sheet in PDF which can be downloaded and used in the
development of your debtor text files.
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4.3

Open An Involuntary Case

Aninvoluntary petition isfiled by creditors (at least three) against an alleged debtor to force that party into bank-
ruptcy under either chapter 7 or chapter 11. Neither alist of creditorsnor a customary schedules are required when the
petition isfiled.

The alleged debtor is served a summons which must be answered within 20 days of service of the summons. If and
when a judge enters an order for relief, the trustee will be assigned and the 341 meeting of creditors and appropriate
deadlines will be set. The case continues as atypical bankruptcy case under either chapter 7 or 11

Reference:

Section 2.1 Creating the Pleading

Section 2.3 Converting a Document to PDF
Section 2.6 Attaching a PDF Document
Section 3.1 Sear ching for a Party

Section 3.2 Creating a Party

Section 4.1 Opening a New Bankr uptcy Case
Section 8.1 Paying Fees Over the Inter net

STEP 1 Sdlect Open an Involuntary Case under the Bankruptcy menu option.
STEP 2 Enter the chapter on thefirst screen.

STEP 3 You will now need to create the debtor’s party record per section 3.1 and 3.2. When you are done
adding the party, click on the End petitioning creditor selection button.

STEP 4 You will now need to add all of the petitioning creditorsto the case. Y ou will need to “create”
each of the petitioning creditors’ record. Search for and create anew party per section 3.1 and 3.2. Re-
member, you will search for the debtor first. Once you are done with the debtor, you will then search for
the petitioning creditor(s) Y ou do not need to add mailing information for the creditors. Theroleis set to
“Petitioning Creditor”.

STEP5 You arenatified of the divisiond office. Click on Next.

STEP6 Fill out the pagein figure 1 with the appropriate information. Click on the Next button to pro-
ceed.

STEP 7 Upload the supporting documentation to the new case. Refer to Section 2.6 to attach your docu-
ment.

STEP 8 Thefinal page containsthe docket text (figure 2). Clicking on Next will give you the Notice of
Electronic Notice, asdescribed in section 4.1.
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Prior filing within last 8 years
Fee status

Nature of debt

Asset notice

Estimated number of creditors

Type of debtor
® Indivichal
O Corporation (includes LLC & LLE)
O Partnership
O Other

Nature of business

O Hedlth Care Business
O Single Asset Real Estate

O Railroad
Estimated assets v O Stockbroker
: O Commeodity Broker
Estimated debts v i
O Other
[ Taz-Exzempt Entity
o
Figure 1
Figure 2

Docket Text: Final Text

Chapter 7 Inveluntary Petition Filed by Re: Joe Crabby Filed by Petitioning Creditor(s): Northwest
Mortgage (attorney Jared Johnson). (Johnson, Jared)

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify tlas

subrnission if you continue.
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4.4

Open a New Adversary
Proceeding

There are a number of differences with between opening a new bankruptcy case and a new adversary case. The crea
tion of parties, and the inputting of the case information. The Notice of Electronic filing will comprise of three sec-
tions,

Reference:

Section 2.1 Creating the Pleading

Section 2.3 Converting a Document to PDF
Section 2.6 Attaching a PDF Document
Section 2.7 Additional Attachments
Section 3.1 Sear ching for a Party

Section 3.2 Creating a Party

Section 3.3 Adding a Party

Section 8.1 Paying Fees Over the Inter net

STEP 1 Sdlect Open an Adversary Proceeding under the Adversary menu option. Thefirst screen will de-
fault to Case type ap and y for a Complaint. Tofile an adversary case click [Next] and continue.

STEP 2 Enter the main bankruptcy case number, to which this adversary case isrelated, in the Lead case
number field. The Association type will default to Adversary. Click on the [Next] button.

STEP 3 Search for and create the new case parties per sections 3.1 and 3.2. You will create the plaintiff
first and then the defendant. You do not need to include mailing address information for either
party. All casenatifications will come through the plaintiff and defendant counsels. Y ou will need to add
the attorney for the plaintiff and the defendant. When you are done creating the partiesto the case, click on
End Party Selection.

STEP 4 Fill out the information on this page as appropriate (figure 1). Understand that the monetary de-
mand isin Thousands. If your demand is $15,000.00, then enter 15, not 15000. 15000 is actually 15-
million to the ECF system, so be aware of that. Y ou have the ability to select up to five natures of suit. List
the order of the natures with the most important listed at the top. When you are done with this case,
click on Next.

STEP5 Beaware of the following instruction: TYPE WAIVE IN THE RECEIPT FIELD IF THE
DEBTOR ISTHE PLAINTIFF. TYPE DEFER IN THE RECEIPT FIELD IF THE TRUSTEE IS
THE PLAINTIFF. If these two situations do not apply to you, then disregard the above notice and under-
stand that you will be billed the filing fee.
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STEP 6 Upload the supporting documentation per section 2.6 and attach any additional attachments per
section 2.7. Click on Next to proceed.

STEP7 Thisisthe docket text screen for the case (figure 2). You can add to thistext field as needed to
help clarify what is being filed. Enter text here sparingly. Do not add comments or anything not necessary.
Remember, thisisalegal noticein apublic record. Do not remove the name in the parentheses, and do not
add an additional name. Y ou can add a “client number” if you like to enable you to track billing informa-
tion for acase.

Review the Final Docket Text screen before submitting the case. Up to this point, you can usethe
browser’s back and forth buttonsto review your filing, because it has not been sent to the court yet. If you
make changes to any item on any of the pages as you review them, you will need to then use the Next button
on the bottom of the page to advance back to the final docket text screen.

By clicking on the [Next] button, in figure 2, the case will be sent to the court’s database.

You will get two items after submitting your filing: the Fee Payment window; and the Notice of Electronic
Filing.

Fee Payment Window. The fee payment optionswill appear in the pop-up window. Refer to Section 8.1 |:>
for paying your fees online.

Notice of Electronic Filing. Thisnotice of electronic filing is athree part notice.
Thetop part of the notice (figure 3) isthe natice of dectronic filing that an adversary case has been filed
with the court. The notice can be divided into two sections. The top portion of the notice (figure 5) liststhe

Open Adversary Case

Primnary nature of suit

Party code ~ || none b
Rule 23 (class = Second nature of smt
action) none -
Third nature of suit
Jwy demand | Mane b
none b
Fowth nature of sut
Dewmand ($000) -
none 5
, Fifth natwre of swit
State law n +
none b

Figure 1

Figure 2

Docket Text: Final Text
(11 (Recovery of money/property - 542 tuinover of property)): Complaint by Mountain Fuel against
Earl Crabman. Fee Amount $250 (Jehnson, Jared)

Attention!! Submitting this screen commits this transaction. You will have no further opportumty to modify this
submission if you contimue.
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Section 4.3: Open aNew Adversary Case

time and date that the case was opened. It also displays the case number as ahyperlink. Clicking on this
hyperlink will take you to the docket sheet via PACER — you will need to log in to PACER to access the
docket sheet. The uploaded document isalso presented asalink. Again, clicking on thishyperlink will
take you to PACER and to the uploaded document.

The docket text is also displayed, just below the case and document hyperlink.

The bottom portion of the notice (figure 6) contains two items of importance. Thefirst itemisalist of
people who will receive electronic notice of this event. These parties are registered ECF users. The sec-
onditemisalig of partiesto the case who are not ECF registered users. These individuals will need to
be noticed the way they have been in the past, whether the court sends them notice or if you have been
sending notice.

The individuals on these two lists are party counsel and trustees. They are not members on the matrix.

The second part of the notice (figure 4) isthe Summons for the adversary case. Clicking on the hyper-
link will bring up the summons as a PDF document and you can save it and/or print it off to be served.
The same time constraints exist for this summons as they would for any other summons. If you allow this
summons to expire, you can use the Request for Reissuance of Summons under Adversary Events > No-
tices/Other events

The bottom part of the notice (figure 5) isthe notice to the bankruptcy case that an adversary case has
been filed in the case. Thisisthe only notice within the bankruptcy case of any of the adversary case’s
filings.

Issuance of a Summons

Upon completion of an adversary case, the Report of Electronic Mailing will now include an additional
section for the summons. The user may select the Summons Issued hyperlink that has been added to the
Report of Electronic Filing upon completion of a new adversary case, or the summons entry that is en-
tered on the adversary case docket, to access the issued summons.

Information, such asthe lead case, plaintiff, defendant, address of the clerk’s office and attorney for
plaintiff, is extracted from the case and inserted on the summons form. The second page of the summons
isprovided for return of service. The user smply prints the summons to be served.

The answer deadline for the automatic summonsis calculated from the date the adversary caseis
filed. If service isnot provided within the deadline period, use the Request for Reissuance of Summons
under Adversary Notices/Other. The court will then goin to ECF and update the original summons. Y ou
will then need to go back to the “original” summons on the docket sheet (document 2) and reprint it. This
can take some time to occur, since

SUMMONS IN AN ADVERSARY PROCEEDING

you are filing arequest, and the court
mua thm update the wam] manu- YOU ARE SUMMONED and required to file a motion or answer to the complint which is attached to this summens with the clerk of the bankruptey court

within 30 days after the date of issuance of this summons, except that the United States and its offices and agencies shall file a motion or answer to the

al Iy complaint within 35 days.

Address of Clerk
Clerk, US. Bankruptey Court
District of Utah
Frank E. Moss Courthouse
350 South Main Street #301, Salt Lake City

Atthe same time, you must also serve a copy of the motion or answer upon the plaintiffs atorney.

[Name and Address of Plaintifl's Attorney

mmbaty

I you make a motion, your lime to answer is governed by Federal Rule of Bankruptcy Procedure 7012

IF YOU FAIL TO RESPOND TO THIS SUMMONS, YOUR FAILURE WILL BE DEEMED TO BE YOUR CONSENT TO ENTRY OF A JUDGEMENT BY THI
BANKRUPTCY COURT AND JUDGEMENT BY DEFAULT MAY BE TAKEN AGAINST YOU FOR THE RELIEF DEMANDED IN THE COMPLAINT.

Bang,.
x5
@ lﬂo,

;; % n@ Issud .Q

& N TRV T B < ) WA
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[Notice of Electronic Filing

[The following transaction was received from Johnson, Jared entered on 3/2%/2005 at 10:39 AW MET and filed on 3/29/2005
Case Name: PacWeb Architects LLC v, Dunder

Case Number: 05-0206%

Document Number: 1

[Docket Text:
454 (Recover Money/Property): Complaint by Jared Johnson , PacWeb Architects LLC on behalf of PacWeb Architects LLC
against Joseph T Dunder . Fee Amount $150. (Johnson, Jared/65)

The following document(s) are associated with this transaction:

[Document description:Main Document

Original filename: A1l Filings pdf

[Electronic document Stamp:

[STAMP blecfStamp ID=983650642 [Date=3/29/2005] [FileMumber=384087-0]
[6df1134e1e44588a22290c3ee8b746aca005ac 88836625 1b0f9a002968a05017aa13f
15476 10bda2f03f92cf30782667998d1274b362305d35c6 142fb4e3ede 2]]

5-02069 Notice will be electronically mailed to:

District of Utah

Motice of Electronic Filing

[The following transaction was received from Johnson, Jared entered on 3/29/2005 at 10:3% AN MST and filed on 3/29/2005
Case Name: PacWeb Architects LLC v. Dunder
Case Number: 05-02069

Document Number: 2

[Docket Text:
Summons Issued Summons Issued Johnson, JTared)

The following document(s) are associated with this transaction:

5-02069 Notice will be electronically mailed to:
Tared Johnson  salboat2005(@netscape net

5-02069 Notice will not be electronically mailed to:

Motice of Electronic Filing

[The following transaction was recetved from Johnson, Jared entered on 3/2%/2005 at 10:39 AN ST and filed on 3/29/2005
Case Name: John D. Doe and Jane H. Doe
Case Number: 05-20025

Document Numnber:

[Docket Text:

Complaint by Jared Johnson , PacWeb Architects LLC on behalf of PacWeb Architects LLC agamnst Joseph T Dunder
05-02069; Wature of Suit(s): 454 (Recover MonewProperty) , Fee Amount § 150. Filed by Jared JTohnson , PacWeb
|&rchitects LLC on behalf of PacWeb Architects LLC . (Johnson, Jared)

[The following document(s) are associated with this transaction:

5-20025 Notice will be electronically mailed to:
Fevin B Andersontr  brenda dowler@uth. uscourts. gow

lared Johnson  sailboat2005(@netscape net

Figure 3

Figure 4

Figure 5
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4.5

Statement of Social Security
Number (B21)

Thisform provides the court with the debtor(s) social security number and isa private event. The Statement of So-
cial Security Number should be filed with the initial petition opening the bankruptcy case.

Found: Bankruptcy/Debtor Events; Bankruptcy/Other

Reference:
e Section 4.1 Open a New Bankruptcy Case

Filing an Amended or Corrected Social Security Number

If thereis an occasion that an external filer needs to amend or correct a Debtor's Statement of Social Se-
curity (B21), please DO NOT use the "amended document” code. Ingtead, use the code "Amended State-
ment of Social Security Number(s)".

Thereason for thisis that this code isimage-restricted, but anended document isnot image-restricted. In
order to keep the SSN# protected from public scrutiny, it isnecessary to use the image-restricted event code.

Also, if the SSN is corrected, the clerk's office will notify creditors (who are entitled to the full SSN#)
with aform from the Bankruptcy Noticing Center that is returned with the SSN# redacted. This occurs only
if the 341 has aready been sent to al creditors.
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4.6

Means Test

The means testing mechanism presumes abuse in individua casesif, after subjecting a petition to financial analysis, it
is determined that the debtor could repay athreshold level of general unsecured debt. This computation is based in
large part on two e ements: 1) the debtor’s current monthly income (generally, income from all sources, including con-
tributions by others to household expenses but excluding Social Security benefits); and 2) allowed deductions,
utilizing an IRS standard for expenses, aswell as several other highly detailed expense standards.

In order to comply with the meanstest requirements, all individual debtors (individual chapter 7 consumer debtor,
each individual debtor in ajoint case, individual chapter 11 debtor, and all chapter 13 debtors) will complete the first
three pages of the form entitled Statement of Current Monthly Income. If the debtor isfiling under chapter 7, chapter
13 or individua chapter 11, and the debtor’sincome is above the state median, the debtor will need to complete

a second three page form entitled Means Test/Disposable Income Cal culation Form. 1 The petition will include a
checkbox, to be completed by the debtor or debtor’s attorney, which will indicate whether or not thereis a presump-
tion of abuse,

If theinformation filed by the debtor does not raise a presumption of abuse, the § 341 notice will be silent asto the
presumption.

Use the form B22A for chapter 7 cases, B22B for chapter 11 cases and B22C for chapter 13 cases.

Found: Chapter 7 Means Test: Bankruptcy/Other; Bankruptcy/Debtor Events
Chapter 11 Statement of Current Monthly Income: Bankruptcy/Other
Chapter 13 Statement of Current Monthly and Disposable Income: Bankruptcy/Other; Bankruptcy/
Debtor Events

Reference:
e  Section 2.6 Attaching a PDF Document
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STEP 1 Sdlect the event either under Bankruptcy/Other or Bankruptcy/Debtor Events. Enter the case number for the
case using the YY-NNNNN format. Click on Next Select the appropriate meanstest according to the case from the
list of events. Click on Next.

STEP 2 Sdect the party filing this certificate (debtor). Click on Next.
STEP 3 Attach the Certificate. Click on Next.
STEP 4 You will need to select whether there isa presumption of abuse (figure 1). Click on Next.

STEP5 Thisisthelast screen prior to committing your filing to the court. Up to this point, you can use the back and
forward button on your browser to review your filing and then make corrections or changes as needed. Remember that
if you make changes to a page, you must use the next button on the pages to advance back to the submission screen
since a change to one page will affect follow-on pages. If you are satisfied with your filing, click on Next.

You will get the Notice of Electronic filing. This screen informs you that a filing has been madeto the case, in this
instance, anotice of appearance and request for notice. Clicking on the case number will launch pacer and then the
docket sheet. The bottom of the sheet informs me who will receive e-notification and who will have to be noticed the
old fashion way, by mail.

Fresumption Arizes FES- ¥

[ et Clear

Figure 1
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5.0

Filing Documents
on the ECF System

The topics here are an example of the docketing that you will perform.

Most docketing events done in ECF is similar to each other. Once you

see how to perform these basic procedures, you will be able to perform
the majority of docketing in ECF.

This chapter will cover:

CoNoA~WNE

Motions

Multi-Part Motions

Amendments

Compensation

Conversions

Creditor Counseling / Finance Management Training
Electronically Paid Fees

Employ

Motion to Confirm by Consent

. Notice of Appearance and Request for Notice
. Notice of Endorsement

. Notice of Hearing

. Objections

14.
15.
16.
17.
18.

Proof of Claims

Proposed/Pending Orders

Shorten Time v. Expedite Hearing
Tax Documents

Additional Tips on Bankruptcy Events

March 18, 2008
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0.1

Add Creditors
Creditor Request for Notice

An ECF user can now add creditorsto a case. The creditor can be added to case anumber of ways:
e Notice of Appearance of Counsel and Request for Notice

Creditor Request for Notice

Amended schedul e (feg)

Amended matrix (fee)

Amended Matrix and Amended Schedules (fee)

Wewill look at filing aCreditor Request for Notice. The screens for each event will differ alittle from one event to
another but you will encounter the same add creditor screensfor each event above.

Reference:

Section 2.1 Creating the Pleading

Section 2.3 Converting a Document to PDF
Section 2.6 Attaching a PDF Document
Section 2.7 Additional Attachments
Section 3.1 Sear ching for a Party

Section 3.2 Creating a Party

Section 3.3 Adding a Party

STEP 1 Click on the Other category under Bankruptcy events.

STEP 2 Enter in the case number for the case that you are requesting notice. Click on next.

STEP 3 Sdlect Creditor Request of Notice from the events box. Click on next.

STEP4 Sinceyou arenot a party to the current casg, click on the add/create new party hyperlink. Search for the
party that you are representing. Refer to Sections 3.1 Searching for a Party, Y ou can now search for a party and 3.3
Adding a Party.

STEP5 You will bereturned to the select the party screen with your new party highlighted at the top of the party list.
Click on next.

STEP6 If you are not set asthe attorney representing the party, you will get this screen asking if you, as an attorney,
want to be the representative for this party. If you do, place a checkmark in the box “party represented by”. Click on
Next.

STEP 7 At thispoint, you will need to upload the creditor request for notice document that you have created and con-
verted to a pdf. Refer to Section 2.6 Attaching a PDF Document.
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Adding a Creditor to the Matrix

Up to this point, you have not yet added a creditor to the case’s Creditor Matrix. Y ou will do this now.

Figure 1

“ase 06-20261 already contains creditors!

The next screen allows you to add new creditorsto the matrix. To add anew creditor, you will enter in thename and
address for your creditor party. Usethe enter key to insert aline break. Y ou can add as many creditors as you want.
Simply separate the creditors by an empty line. Y ou can enter creditor information by performing a copy and paste
function from Word, WordPerfect, Open Office or another word processing application.

Name may be 50 characters. Address may be 5 fines, 40 characters sach.
More than one craditor may be eniered. Separate creditors with a blank line.

Name and Address

Creditor type | Craditor v

Creditor comiittee & 1o O Ves

When you have finished with the creditor’s name and address with either the common creditor or a creditor that you
have entered, click on the next button.

Thisisthe final docket text creation screen. Y ou will no longer have the ability to edit the docket text freely. You can
modify the docket text by selecting items from the drop down menu aswell as adding text to thetext field. Once you
are finished with modifying the docket text, click on next.

Thisisthe fina docket text screen, thelast screen prior to submitting the creditor request for notice to the court.
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5.2

Motions

Reference:

Section 2.1 Creating the Pleading

Section 2.3 Converting a Document to PDF
Section 2.6 Attaching a PDF Document
Section 2.7 Additional Attachments
Section 3.1 Sear ching for a Party

Section 3.2 Creating a Party

Section 3.3 Adding a Party

Section 8.1 Paying Fees Over the Inter net

Motions/Applications are found under the Bankruptcy link.

STEP 1 After you click on the Motiong/Applications link, a case number screen appears. Enter the case
number in the standard format (YY-NNNNN) including the hyphen. Click on the [Next] button.

STEP 2 Click on the type of mation that you arefiling to highlight your selection (see figure 1).

The filer must select an event that coincides with the document being filed. Thetitle of the event desig-
nated by the court, may differ from your document so you may have to review thelist for the best option.
Certain events facilitate other actionsin a case, such as schedul e effects and deadlines or the entering of an
order so it isimportant to use the correct event. The Click on the [Next] button.

STEP 3 At the select party screen, select the movant. Highlight your party and click on the [Next] button.
If the movant is not listed on the case party list, add your party by clicking on the Add/Create New Party
link. Refer to section 3 for instructions for searching for, creating and adding parties.

STEP 4 You may see a screen likethe one shown in figure 2. This screen will appesr if theregistered user
logged in to the system isnot counsel of record for the party filer (movant) you have selected. Figure 2 shows
that (mmbaty) is not currently shown as counsdl of record for Zions First National Bank. Y ou may make the
association at this point if you choose to do so. If you leave the corresponding box blank, you will not show
as counsel of record on the case.

STEP5 Add your supporting documentation using the procedure in section 2.6: Attaching a PDF Document.
STEP6 Verify your final docket text and make any adjustments necessary. Thistext will be displayed on
the Notice of Electronic Filing and on the docket sheet. Make surethat your entry is accurate up to this

point. When you click on the [Next] button, this event will be sent to the court and applied to the case.

STEP7 You will be given the Internet Fee Payment window if thereisafeetied to thisfiling event. You
will also receive your notice of eectronic filing.
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You can quickly search
through a listing of items by
typing thefirst letter of the
itemyou are looking for in a
particular box. Thisisknown
asa “hot key”. You will find
that most fields in the ECF

el o s

e | i
Reinstaternent of Retiree Benefits (Motion)
Feject Lease or Executory Contract
Felease Funds fram Court Registr,
Felief From (FEE) (Motion)
Felief from Co-Debtor Stay (Motion)

hiation

Remowve Debtor as Debtor in PFossession
Remowve Professional

Felief from Stay as to Child Support Creditor (Motion)

programare “hot key” send-
tive. Example: If you are
searching for “Relief from
Say”, simply type an “r” and
you will go to the beginning of
the “r” items. Repeatedly
typing an “r”” would move you
through all the listings begin-
ningwith “r”.

Figure 1

The following attorney/party associations do not exist for this case.
[Please check which associations should be created for this case:

rZions First National Bank, (cr:cr) represented by mmbaty, (aty)

Next Clear

Figure 2

Hint: If you arefiling a document
that will include noticing informa-
tion, such as a Notice of Hearing or
Certificate of Service, you may refer
to section 8.5: Recipient Mailing
List, for thelist of electronic and
manual recipients. You may then
include on the noticing document,
(Received Electronically), before
converting to PDF, to indicate what
parties received the document elec-
tronically.
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5.3

Multi-Part Motions

ECF will allow you to docket multi-part mations, such asfiling a“Motion to Assume or Reject or in the Alternative
Motion for Relief from Stay.” The process for filing amulti-part motion isthe same as with a smple motion outlined
in section 5.1, with the exception of using the control key while clicking on the desired motions.

Reference:

Section 2.1 Creating the Pleading

Section 2.3 Converting a Document to PDF
Section 2.6 Attaching a PDF Document
Section 2.7 Additional Attachments
Section 3.1 Sear ching for a Party

Section 3.2 Creating a Party

Section 3.3 Adding a Party

Section 5.1 Motions

Section 8.1 Paying Fees Over the Inter net

STEP 1 Enter the case number in the standard format (Y'Y -NNNNN) including the hyphen. Click on the
[Next] button.

STEP 2 Highlight thefirst motion that you arefiling (see figure 1). Now, hold down the <Ctrl> key and
scroll down to your next motion. Click on that motion. Release the <Ctrl> key and click on the [Next] button.

As mentioned in section 5.1, it isimportant to select the appropriate event to match your pleading. A multi-
part motion can be critical when the events you select can have a profound or differing effect on the case.
Such asa Motion to Dismiss or in the Alternative a Motion to Convert the Case. The order that is entered will
greatly effect the case and you want both of these motionsto be clearly expressed on the docket sheet and on
the electronic notification that will emanate from each entry.

STEP 3 At the select party screen, select the movant. Highlight your party and click on the [Next] button.
If the movant is not listed on the case party list, add your party by clicking on the Add/Create New Party
link. Refer to section 3 for instructions for searching for, creating and adding parties.

STEP 4 You may see a screen likethe one shown in figure 2. This screen will appear if theregistered user
logged in to the system isnot counsel of record for the party filer (movant) you have selected. Figure 2 shows
that (mmbaty) is not currently shown as counsdl of record for Zions First National Bank. Y ou may make the
association at this point if you choose to do so. If not, leave the corresponding box blank and click on [Next].

STEP5 Add your supporting documentation using the procedure in section 2.6: Attaching a PDF Document.
STEP6 Verify your final docket text and make any adjustments necessary. Thistext will be displayed on the

Notice of Electronic Filing and on the docket sheet. If your final text isnot correct, you will most likely need
to use the back button on your browser and correct it at the screen where the information was originally en-
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tered (figure 1). Thisway a complete correction is made to the event, not just the final text.
Make sure that your entry is accurate up to this point. When you click on the [Next] button, this event

will be sent to the court and applied to the case.

STEP7 You will be given the Internet Fee Payment window if thereisafeetied to thisfiling event. You

will also receive your notice of eectronic filing.

Feinstatement of Retiree Benefits (hotion)
Feject Lease or Executory Contract
Felease Funds from Court Fegistry |

FEE] (Motio

(rotion)
Femaowe Debtor as Debtor in Possession
Femove Frofessional

[ Mext ] [ Clear ]

Figure 1

The following attorney/party associations do not exist for this case.
[Please check which associations should be created for this case:

rZions First National Bank, (cr:cr) represented by mmbaty, (aty)

Next Clear

Figure 2

You must use the scroll bar
when selecting items for a
multi-part motion. Using hot
keys will not work.
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0.4

Amendments

Amended Matrixes and Schedules (Fee)

There are a few things that needs to be remembered about amended matrixes and amended schedules. Asyou will
note under the Debtor Events, there are two amended matrixes, one with fees and one without; and two amended
schedul es, again one with fees and one without.

If you add creditorsto either the matrix or schedules D, E or F, you will then need to file the amended matrix/
schedul e using the fee event.

If you are ssimply making an edit to the creditor information on either the matrix or schedules D, E, or F, then you
file the changes using the no fee event. Thereason for thisisthat adding creditorsto the case actually incurs a fee.

If you are planning on filing both an amended matrix and schedule and you have added new creditors, select the
Amended Matrix and Amended Schedules (FEE) event, since thiswill allow you to file both items while paying
only onefee.

Adding Creditor swhen opening a case

When opening a case electronically, it is perfectly acceptable to add creditors to your matrix although you may not
have the address of the creditor(s) in question.

The 341 will not be sent if the addressisincomplete, and if you obtain the correct address later on in the case, you
can simply "edit" the address into the case without incurring an amended matrix fee.

For example, your client owes John Doe Plumbing of Bountiful Utah, but for whatever reason your client has not
supplied you with the specific address. At filing, add "John Doe Plumbing" to your matrix. Several days later, your
client supplies you with the address of the creditor as being "123 Main Street, Bountiful UT 84000". At this point, you
can go through Creditor Maintenance and "edit" the address by adding the street, city, state,zip to the address.

When initially filing, do not include city or state because that could prompt an unnecessary mailing; the name will
suffice, and no notice will emanate from this because it is "incomplete’.

Found: Bankruptcy/Other; Bankruptcy/Debtor Events
Amended Matrix (Fee)

Select the matrix fee event when adding new creditors to a matrix only (not adding to schedules). 1f adding to both
the matrix and schedule, use the combined Amended Matrix and Schedules event above.

Amended Matrix (No Fee)

Editing a creditor matrix without adding creditors to the matrix. Y ou can aso “fix” and address without filing an
amended matrix, through Creditor Maintenance.

Amended Schedules (Fee)

Use this event when adding creditors to schedules D, E, or F. When adding creditorsto the schedules, only include
the new creditors, do not include the entire schedul e with the new creditors added.

U.S. Bankruptcy Court-District of Utah 64 March 18, 2008



CM/ECF Comprehensive Reference Manual

Amended Schedules (No Fee)

Use for editing a schedule without adding creditors.

Amended Statement of Social Security Number(s)

When submitting a social security number, use the origina event Statement of Social Security Number (s). This
will block out the first five numbers of the social security number. When you amend the statement of social security
number, for whatever reason, use the amended event Amended Statement of Social Security Number (s) instead of
filing it as an amended document.

You must use the Statement/Amended Statement of Social Security Number to protect the privacy of the debtor’s
social security number.

Found: Bankruptcy/Other; Bankruptcy/Debtor Events

Amending Schedules after a Conversion / Notice/Schedules Pursuant to Rule 1019

Thisisanotice of amended schedules and matrix on cases that have been converted from a chapter 13 to a chapter
7. Thefiler has 15-days to file the amended schedules and matrix without incurring afee. After the 15-day window,
all fees will apply.

Amending a Document
The amended document event will allow you to link to the previous filed document.

Found: Bankruptcy/Other;
STEP 1 Click on the Other hyperlink.

STEP 2 Enter in the case number using the YY-NNNNN number format. Click on Next.

STEP 3 Sdlect Amended Document from thelist
(figure 1). Click on Next.

Amended Disclosure Statement (Ch 11
Amended Document

Amended Matrix (FEE)

Amended Matrix (Mo Fee)

Amended Matrix and Amended Schedules (FEE)
Amended Schedules (FEE)

Amended Schedules (Mo Fee)

Amended Schedules 1 & J

STEP 4 At the select party screen, select the movant.
Highlight your party and click on the [Next] button.
If the movant is not listed on the case party list, add
your party by clicking on the Add/Create New Party
link. Refer to section 3 for instructions for searching

Figure 1 for, creating and adding parties.

STEP5 Attach the amending document to the case per section 2.6.

o ) ¥ Refer to existing event(s)?
STEP 6 Ensurethat the Refer to an existing event(s) check box is i
checked (figure 2). Click on Next. | Mext | [ Clear | Figure2

STEP 7 Follow the procedure outlined in section 2.8 to reference an existing document.

STEP 8 Besurethat the fina docket text is correct, to include the reference to the amended document. If it does
not, or you did not get alist of document types, then you will need to usthe back button and return to step 6 above.

STEP9 If thefina text is correct, click on Next to submit the filing event. Y ou will then receive the Notice of
Electronic Filing.
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0.9

Amended Matrix and Schedules

There may come a time when you will need to amend either the case’s matrix and/or its schedules. There aretwo
categories in which to find these amended items -- under Debtor Events or under Other.

There are anumber of amended matrix and schedule events:

e Amended Matrix and Amended Schedules (FEE) : Use this event when filing both an amended matrix
and schedules. Thiswill incur one fee verses afee for the matrix and a fee for the schedules.

e Amended Matrix (FEE) : Use when filing the amended matrix only. This event will incur afee.

e Amended Matrix (No Fee)

e Amended Schedules (FEE) : Use when you are amending schedules D, E, and F. Thisevent will incur a
fee.

e Amended Schedules| & J

e Amended Schedules (No Fee) : Use when filing amended schedules that do not involve adding a new
creditor to schedules D,E, and F.

When using the combined Amended Matrix and Amended Schedule event above, the document that is attached
should include the schedule being amended and an amended matrix identifying the new creditor (see Section 2.3:
Combining PDF Documents).

If a case requires an amended schedule, often times the Summary of Schedules (Form 6) has aso changed. An
amended summary page should also be included in the documents you attach, and the figures on the summary screen
(figure 2) should be updated to reflect the new figures.

To file an amended matrix and or schedule, you can select either the Debtor Events or the Other
events under the Bankruptcy Events.

STEP 1 Enter the case number (YY-NNNNN) for the case that you are amending the matrix/
schedule, Click on the Enter button.

STEP 2 You will now need to upload you document to the ECF system. (refer to Section 3.1
Searching, Creating and Adding a Party to a Case). Once done attaching your file, click on
the Next button.

STEP 3 If your filing incurred afee, this page will inform you of thefee. Click on the Next
button.

STEP 4 You will now have the ability to add creditorsto the case (see Figure 1). Enter in the
name and address for your creditor party. Usethe enter key toinsert aline break. Y ou can add
as many creditors asyou want. Smply separate the creditors by an empty line. You can enter
creditor information by performing a copy and paste function from word, WordPerfect, Open
Office or other word processing applications. After entering your creditor information, click on
the Next button.
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Figure 1
“ase 06-20261 already contains creditors!

SUMMARY OF SCHEDULES

Repot the totals from Schedules &, B, D, E, F, I, I, Form 22, and Nondischargeable Debt in the boxes provided.

NAME OF SCHEDULEFORM ASSETS LIABILITIES OTHER
- Real Property
- Personal Property
- Creditors Helding Secured Claims
- Creditors Holding Unsecured Prionty Claims

LT = I I

- Creditors Holding Unsecured Nonpriority Claims

Average Income (from Schedule I, Line 16) Flg ure 2

e S

STEP 5 If you are filing amended schedules, you will now get the Summary of Schedules
screen (seefigure 2). Fill out the page according to the amended documents. Thisinformation is
found on Schedules, Form 22 (Means Test), Form 6 Summary of Schedules and Sum-
mary of Statistical Liabilities. Change only those fields that have changed due to the amend-
ing of the schedules. If afield does not change, do not enter an amount. Y ou can click on the
Next button without entering in any information.

STEP 6 Youwill get the Final Docket Text modification screen. Modify the text as needed to
clarify thefiling. Click onthe Next button. Y ou now have the final docket text as it will appear
on thedocket. Click on the Next button if you are satisfied with thisfiling.

You will now get the Notice of Electronic Filing indicating that you have filed your Amended
event.
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5.6

Compensation

This section will be divided into three sections. Application for Compensation, Application for Compensation in a
Chapter 13 Case, and Disclosure of Compensation.

When you file an application for compensation, use the Compensation event, not the generic application. Thereare
fields that will need to be filled out so that proper event actions are applied within the ECF system.

If the caseisa Ch 13, use the Application for Compensation in a 13 event.

Reference:

Section 2.6 Attaching a PDF Document
Section 2.8 Referencing an Existing Document
Section 3.3 Adding a Party

Section 5.1 Motions

4.4.1 Application for Compensation
Found: Bankruptcy//Motion/Applications;

STEP 1 After clicking on the Motions/Applications hyperlink, enter in the case number using the YY-NNNNN
number format. Click on Next.

STEP 2 Sdlect the event Compensation (motion) (figure 1) by either scrolling down to the event, or hitting
the “C” key until the event is highlighted. Click on Next.

STEP 3 At the select party screen, select the party that you represent. Highlight your party and click on the
[Next] button. If the party isnot listed on the case party list, add your party by clicking on the Add/Create New
Party link. Refer to section 3 for instructions for searching for, creating and adding parties.

STEP 4 Be aware of the following instruction: Please Do Not Check or Uncheck the Following Boxes Next
to Filer! Thisappliesto the next page. At this point, attach the supporting documentation per section 2.6.

STEP5 The compensation formis displayed (figure 2). Fill out thisform accordingly. From and To arethe
dates that the activity for which you are being compensated for occurred. Fill out the Fees and Expenses fields
accordingly. When you are done, click on Next. Zeroswill be added to the remaining party fields. Y ou will
get warnings (figure 3) that applicants have not had amounts entered into their fields. Thesefields are for your
represented party. Disregard the warning(s) by clicking on OK.

STEP6 Thefinal docket text screen ispresented. Be sure that theinformation on the screen is correct. If not,
use the browser’s back button to go back and make changes. Click on the Next button to submit thisfiling.
Y ou will receive the Notice of Electronic Filing once the event has been submitted.
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Erfurcate (Mofion)

Bifurcate and Dismiss (Motion)
Change Yenue (Motion)
Campel (tMotion;
 Compensation (kMotion]
Canfirm By Consent (Motion)
Cansalidate (Motion)
ContemptfSanctions (Motian)

Tamntinun Hoarino (hdotinmh

[ et ] [ Clear ]

Figure 1

Applicant JTared JTohnson
Filer
From 12/5/2004
Fee request $ |500.00

Type | Attormey

To 171542005
Expense request $ [150.00

Figure 2

[JawvaScript Application]

want bo continue?

P

You have not entered an Amount For the Fee, for applicant Beck:y

are You sure Yo

[ Ok ] [ Cancel

Figure 3

4.4.2 Application for Compensation (Ch 13)

This event was created specifically for Ch 13.

Found: Bankruptcy/Debtor Events;

STEP 1 After clicking on the Debtor Events hyperlink, enter in the case number using the YY-NNNNN num-
ber format. Click on Next. You will get an instruction screen informing you that this event is only to be used

on behalf of the debtor. Click on Next.

STEP 2 Sdlect the event Application for Compensation by Attorney/Debtor(s) (Ch13 only) (figure 4, next
page) by either scrolling down to the event, or hitting the “A” key until the event is highlighted.

STEP 3 Attaching the supporting documentation per section 2.6.

STEP 4 Click on Next on the follow-up page.

—
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Section 5.6: Compensation

STEP5 Thefinal docket text screen ispresented. Be sure that theinformation on the screen is correct. If not,
use the browser’s back button to go back and make changes. Click on the Next button to submit thisfiling.

Y ou will receive the Notice of Electronic Filing once the event has been submitted.

4.4.3 Disclosure of Compensation

Found: Bankruptcy/Other; Bankruptcy/Debtor Events

This document can be attached to the voluntary petition when the caseis opened. If it was not attached to the
petition, it can be filed using the Disclosure of compensation event.

STEP 1 After clicking on the Other hyperlink, enter in the case number using the YY-NNNNN number format.
Click on Next.

STEP 2 Sdlect the event Disclosure of Compensation of Attorney for Debtor (figure 5) by either scrolling
down to the event, or hitting the “D” key until the event is highlighted. Click on Next.

STEP 3 At the select party screen, select the party that you represent. Highlight your party and click on the
[Next] button. If the party isnot listed on the case party list, add your party by clicking on the Add/Create New
Party link. Refer to section 3 for instructions for searching for, creating and adding parties.

STEP 4 Attaching the supporting documentation per section 2.6.

STEP5 STEP 4 Click on Next on the follow-up page.

STEP6 Thefinal docket text screen ispresented. Be sure that theinformation on the screen is correct. If not,
use the browser’s back button to go back and make changes. Click on the Next button to submit thisfiling.

Y ou will receive the Notice of Electronic Filing once the event has been submitted.
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Amended Schedules (Mo Fee)
Amended Schedules | & J

Amended Statement of Social Secur
tAnplication for Compensation by Attornes/Debtor(siiChl 3 only |
AtyiDb(s) Request Re: kMotion to Confirm (Mo Image)
Cerificate of Service

Ch 11 FinalfSummary Bt & Acct

Change of Address

=elect the pdf document (for example: CA19%cw301-21 pdf).

Filename

| |[ Browse... ]

Attachments to Document: & Mo O Yes

Figure 4

Declaration
Declaration Re; Tax Returns
Disclosure Statement (Ch 11

Disclosure of Compensation of Attarney for Debtar
Electronically Paid Fee -15.00

Electronically Paid Fee - 150.00

Electronically Paid Fee - 155.00

Electronically Paid Fee - 26.00

[

1]

[ et ] [ Clear ]

Figure 5
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o./

Conversions

This section will be divided into four sections: Conversion with Motion or Notice, one debtor only, Bifurcate, and
Bifurcate and dismiss

Reference:

Section 2.6 Attaching a PDF Document
Section 2.8 Referencing an Existing Document
Section 3.3 Adding a Party

Section 5.1 Motions

4.5.1 Motion or Notice

When converting a Chap 7 to a 13, you will file amotion, to convert a13to a7, you may convert with ano-
tice. The steps arethe same for both the motion and the notice.

Found: Bankruptcy//Motion/Applications; Bankruptcy/Notice

STEP 1 After clicking on the Motions/Applications hyperlink, enter in the case number using the YY-NNNNN
number format. Click on Next.

STEP 2 Sdlect the event Convert Case to 13 (motion) (figure 1) by either scrolling down to the event, or
hitting the “C” key until the event ishighlighted. Click on Next.

STEP 3 At the select party screen, select the party that you represent. Highlight your party and click on the
[Next] button. If the party isnot listed on the case party list, add your party by clicking on the Add/Create New
Party link. Refer to section 3 for instructions for searching for, creating and adding parties.

STEP 4 Attaching the supporting documentation per section 2.6.

STEP5 Thefinal docket text screen ispresented. Be sure that theinformation on the screen is correct. If not,
use the browser’s back button to go back and make changes. Click on the Next button to submit thisfiling.

Y ou will receive the Notice of Electronic Filing once the event has been submitted.
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Continue heseting (Maotion)
Cormvert Caseto 12 (hMaotion
Convert Case to 13 (Motion)
Convert Case to 7 (FEE) (Motion)

Convert Chapter 7 or 13 Case to a Chapter 11 Case (FEE) (Maotion)
Convert One Debtar Only (Motion)

Deter Discharge (Mation)

Defer Fea (hotion)

[ MNext ] [ Clear ]

Figure 1
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5.8

Creditor Counseling
Financial Management Training

Creditor Counseling

The new bankruptcy act mandates that individuals filing under chapters 7, 11, and 13 must receive an approved credit
counseling briefing in order to be eigible to file a bankruptcy case. This briefing must take place in the 180 day period
preceding the date of the filing of the petition.

The clerk’s office will maintain an available list of accredited creditor counselors, either on the court’s website or hy-
perlinked to the U.S. Trugtee’s website containing the counselors’ information.

The debtor should have completed the creditor counseling prior to filing the bankruptcy. The petition has a checkbox
(figure 1) that should be checked to indicate that the counseling requirement has been met. The actua certificateis
filed once the case has been opened. DO NOT USE FORM B23, WHICH IS USED TO FILE THE CERTIFI-
CATE OF INSTRUCTIONAL COURSE CONCERNING PERSONAL FINANCIAL MANAGEMENT.

Found: Bankruptcy/Other

Reference:
e Section 2.6 Attaching a PDF Document

STEP 1 Select the event under Bankruptcy/Other. Enter the case number for the case that the Creditor Counseling
Agency Briefing Certificate (Prefiling) to. Usethe YY-NNNNN format. Click on Next Select Creditor Counsel-
ing Agency Briefing Certificate (Prefiling) from thelig of events. Click on Next.

STEP 2 Sdect the party filing this certificate (debtor). Click on Next.
STEP 3 Attach the Certificate. Click on Next.

STEP4 Thisisthelast screen prior to committing your filing to the court. Up to this point, you can use the back and
forward button on your browser to review your filing and then make corrections or changes as needed. Remember that
if you make changes to a page, you must use the next button on the pages to advance back to the submission screen
since a change to one page will affect follow-on pages. If you are satisfied with your filing, click on Next.

You will get the Notice of Electronic filing. This screen informs you that a filing has been madeto the case. Clicking
on the case number will launch pacer and then the docket sheet. The bottom of the sheet informs me who will receive
e-natification and who will have to be noticed the old fashion way, by mail.

U.S. Bankruptcy Court-District of Utah 74 March 18, 2008



CM/ECF Comprehensive Reference Manual

FORM BI, Page 2

Name of Debtor(sy — Figure 1

‘ears (If more than one, attach additional sheet)

Case Number: Date Filed

fiiliate of this Debtor (If more than one, attach additional sheet)

Case Number Date Filed:

Relationship: Tudge:

orms -
nt 1o i .
L ting [ 1 the attomey for thepetitionern; are that Thave informed

- : : or she] may pr chapter 7, 11, 12, ar 13 oftitle 11, United

e
fy that 1 delivered to the debtor the notice required by § 342(b) of the
nde.

1 further c
Bankruptcy Cc
X

Signature of Attarney for Debtor(s) Date

Certification Concerning Debt Counseling
by Individual/Joint Debtor(s)

calth § [ T'we have received approved budget and credit counseling during the 180-day period
preceding the filing of this petition

Tiwe request a waiver of the requirement to obtain budget and credit counseling prior
o filing based on exigent circumstances. (Must attach certification describing.)

Debtor (Check the Anplicable Boyveg)

Financial Management

The new bankruptcy act mandates that individuals filing under chapters 7 and 13 must complete an approved financial
management course (subject to exceptions set forth below) in order to receive a discharge.

The certificate of financial management course needs to be filed within 45 days after the 341 meeting.

This certificate is an actual form (Form B23) that is available on the court’sinternet sSte. Do not usethisformto file
the debtor’s Creditor Counseling Agency Briefing Certificate. That certificate comes from the agency providing the
counseling.

Found: Bankruptcy/Other

Reference:
e Section 2.6 Attaching a PDF Document

STEP 1 Select the event under Bankruptcy/Other. Enter the case number for the case using the YY-NNNNN format.
Click on Next. Select Financial Management Cour se from the list of events. Click on Next.

STEP 2 Sdect the party filing this certificate (debtor). Click on Next.
STEP 3 Attach Form B23. Click on Next.

STEP4 Thisisthelast screen prior to committing your filing to the court. Up to this point, you can use the back and
forward button on your browser to review your filing and then make corrections or changes as needed. Remember that
if you make changes to a page, you must use the next button on the pages to advance back to the submission screen
since a change to one page will affect follow-on pages. If you are satisfied with your filing, click on Next.

You will get the Notice of Electronic filing. This screen informs you that a filing has been madeto the case. Clicking
on the case number will launch pacer and then the docket sheet. The bottom of the sheet informs me who will receive
e-natification and who will have to be noticed the old fashion way, by mail.
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5.9

Electronically Paid Fees/
Notice of Fees Due

The payment of dectronic fees, other than when they are accrued by certain filing events, can be a little confusing.
Occasionally, you may receive a Clerk’s Notice of Fees Due. Feesthat are due, pursuant to a clerk’s notice will not
show up on the Internet Payment window as do the other fees. A Clerk’s Notice of Fees Due is normally generated
when afiler has selected a wrong event — one that should have been a fee event, such as an amended matrix which
has both a fee event and ano fee event. If the court determines that the event was incorrectly selected, the filer will
basically receive a“bill” for the fee owed.

The fee can be paid either over the Internet or over the counter.

When you receive the notice of fees due, you can then log into the ECF system and file an electronic payment,
which will then enable the internet payment window and allow you to pay the fee across the Internet. Simply select
the fee amount that needs to be paid (see image bel ow), and then pay the fee at the end of thefiling. THIS IS A NO
IMAGE EVENT.

Found: Bankruptcy/Other; Bankruptcy/Debtor Events

Reference:
e Section 8.1 Making an Inter net Payment

Disclosure of Campensation of Attornesy for Debtor T
Election to Be Treated as a Small Business (Ch 11 only)
Electronically Paid Fee -15.00

Electronically Faid Fee-150.00

Electronically Faid Fee-155.00

Electronically Faid Fee - 26.00

Equity Securty Holders

Final Installment Fee Fayment (Chapter 13) (FEE) b
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5.10

Employ

Attorney users select the Application to Employ option from the Mations/Applications category to employ an attor-
ney or other professional, such asareator or accountant. Trustee users select Trustee/US Trustee category.

Found: Bankruptcy//Motion/Application
Bankruptcy//Trustee/US Trustee

Reference:
Section 2.6 Attaching a PDF Document
Section 3.1 Search for a Party

Section 3.2 Creating a Party

Section 3.3 Adding a Party

Section 5.1 Motions

Employ Attorney

The example below will demondrate the process for an attorney user to file an Application to Employ

Counsd:

1. Select Mationg/Applications from the category list.

2. Enter the case number and click the [Next] button to continue.

3. Select thetitle of the pleading you are filing from thelist of events available. In thisexample | will
highlight Employ Attorney, and click [Next].

4. Sedect the moving party filing the pleading. In this casg, the attorney isfiling in behalf of the debtors.

5. A Party Associations screen will appear and ask if you would like to make an association with the
party selected. If the application isto employ you, as counsel, and you used your attorney user login,
you may simply check the boxes in Figure 1 to show representation.

6. If you were unableto check the box, because it doesn’t apply, you must add the attorney you wish to
employ, in the Search for An Attorney screens that will follow.

7. 1f you did check the boxes on the previous screen, counsdl has aready been added and you can click
on [End Attorney Selection] on the screen shown in Figure 2. Otherwise you will need to search for
and add an attorney to the case.

8. Thefiler will then be asked to type the name of the person to be employed. Then browse, verify and
attach a pleading. (Figure 3)

9. Finally, thelast screen before submitting your transaction will appear. Verify the information for

accuracy and submit your filing to the court.
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The following attorney/party associations do not exist for this case. Search for an attorney
Please check which associations should be created for this case: Bar Id
Last name

w Clegg, Janene(pty:db) represented by mmbaty, (aty)

Search | Clear
w» Clegg, Ronald(pty:db) represented by mmbaty, (aty)

End attorney selection
Next Clear ‘

) Figure 2

Figure 1

Enter Name of Person to be Employed Michelle

Select the pdf document (for example: C:'1199¢cv501-21 pdf).

Filename

|H: \Training docs\Documentl.pdf Browse... ‘

Attachments to Document: « No « Yes

Figure 3

Figure 4
Enter IName of Person to be Employed |Jared Johnson
Enter Type of Postion Accountant
Add Frofessional as a party in the following screq Role | Accountant (acc:pri) hd
[ et ] [ Clear ] _
Figure 4a

Employ Professional

The process for employing a professional is much the same. Y ou will enter in the case number and select the
Employ Professional from the item ligt, you will select the party that is employing the professional. Y ou will
then need to enter the name and the position that they are being employed to (figure 4). Y ou will then need to
search and add the professional to the case, per section 2. Be sure to set the party roleto therole that they are
performing (figure 4a).

Then upload the supporting PDF document for this event (per section 2.6) The final docket text screen ap-

pears after you attach your document. Make sure that the docket text is clear and understandable. When you
arefinished, click on the next button.
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0.11

Motion to Confirm by Consent /
Motion to Confirm by Consent
and Amend Chapter 13 Plan

There are two different maotionsto confirm by consent: the standard Motion to Confirm to Consent; and if the plan
is being amended, the filer should use the combined event Motion to Confirm by Consent and Amended Chap 13

Plan.
The motion with the amended plan should have the newly amended plan combined with the motion. Y ou would not

attach a plan that was amended previoudy and already appears on the docket (the plan that is attached isnot a copy of
aplan aready appearing in the docket).

Noticing isdone under Debtor Events using the Atty/Db(s) Request Re: Motion to Confirm (No Image) and
linked to the motion to confirm by consent and amended plan and the court will then notice it out. The court may re-
spond the same day, but it may take the Bankruptcy Noticing Center two days to send notices, so plan accordingly.

Found: Bankruptcy/Other; Bankruptcy/Debtor Events; Bankruptcy//Motion/Application

Reference:

e Section 2.6 Attaching a PDF Document

e Section 2.8 Referencing an Existing Document
e Section 5.1 Motions

We will look at the simple Motion to Confirm by Consent.

STEP 1 After you click on the Motiong/Applications link, a case number screen appears. Enter the case number in
the standard format (Y'Y-NNNNN) including the hyphen. Click on the [Next] button.

STEP 2 Sdect Motion to Confirm by Consent from the item list (Mation to Confirm by Consent and Amended
Chap 13 Plan is found under Bankruptcy/Other. Both events are also found under Bankruptcy/Debtor Events)
The Click on the [Next] button.

STEP 3 At the select party screen, select the movant. Highlight your party and click on the [Next] button.

STEP 4 You will need to enter in the claim numbers that are being objected to. All that needs to be entered is the
claim numbers, no names. The numbers are separated by commas, as shown in figure 1 to theright.
Add your supporting documentation using the procedure in section 2.6: Attaching a PDF Document.

STEP6 Verify your final docket text and make any adjustments necessary. Thistext will be displayed on the No-
tice of Electronic Filing and on the docket sheet. Make sure that your entry is accurate up to this point. When you
click on the [Next] button, this event will be sent to the court and applied to the case.
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Enter Claitns Objected To: |1.3.5.6

select the pdf document (for example: CA199%cwd01-21 pdf).

Filename
Browse...

Attachments to Document: @ Mo O Teg

[ Mt ] [ Clear ]

Figure 1

STEP7 You will receive your notice of eectronic filing.

Motion to Confirm by Consent. Chjected to Claim MNumber(s): 1,3,5,6. Filed by
Julia Freeman , Thomsas Freeman [Johnson, Jared]l

Final docket text for Motion to Confirm

Remember for the combined event, you need to combine both the PDF documents for the mation to confirm by con-
sent and the amended plan. Using the combined event saves you time by allowing you to file one event instead of two.
The use of the Atty/Db(s) Request Re: Motion to Confirm (No Image) tells the court that you want the court to
mail out the mation to confirm by consent and the amended plan if it is attached at the sametime, using the combined

event.

When you file the Atty/Db(s) Request Re: Motion to Confirm, be aware that you will need to select (link) the
motion to confirm and amended plan which you have recently filed (figure 2). The steps for filing the request isthose
of the simple motion (section 5.1)

Salact the appropriate event(s) to which your event raiates:

Debtor(s) Objected to Claim Mumber(s): 1,3, (Tohnzon, Jared)
[ MNexd ] [ Clear ]

Figure 2
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5.12

Notice of Appearance and
Regquest for Notice

The Notice of Appearance and Request of Notice is one of the few eventsthat allow you to add a party to an exist-
ing case. You will add your party and then assign yourself to represent that party. You will be adding your party to
the matrix as well asto the case..

There are two different versions of this event -- one with a pdf document and one without. The “with image” event
will present the screen to attach anotice if you elect to do so.

Found: Bankruptcy/Notices

Reference:

e  Section 2.6 Attaching a PDF Document
e Section 3.1 Searching for a Party

e Section 3.2 Creating a Party

e Section 3.3 Adding a Party

To fileaNotice of Appearance and Request for notice, click on the Notices hyperlink under the
Bankruptcy events.

STEP 1 Enter the case number in the standard format (YY-NNNNN) including the hyphen.
Click on the [Next] button.

STEP2 Select Notice of Appearance of Counsdl and Request for Notice. For this example, we
will select No Image. Click on the Next button.

STEP 3 The Select a party screen appears. Chances are, since you are filing a Notice of Ap-
pearance, your party is not a party to the case. To add your party, click on the Add/Create New
Party hyperlink. Refer to Section 3.1:Searching, Creating and Adding a Party to a Case.

Select the Party:

Canterton Morgage and Finance, [Creditor
Craigson, Stewven [Debtaor] (7356)

Miller, Dawid L. [Trustee] (386)

tauntain Marine Sales, [Creditor] (7384)
United States Trustee, [IU.S. Trustee] (397)

Figure 1
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The following attormey/party associations do not exst for this case. Figure 2
Please check which associations should be created for this case:

Wi Canterton Mortgage and Finance, (crice) represented by Johnszon, Tared(aty)

STEP 4 At this point, you will need to set yourself as the attorney representing the party that
you have just added to the case. Thisisdone by placing a checkmark in the box la-

beled ...represented by ... (figure 2). After checking the box assigning you to the party, click on
the Next button.

At this point, thereis ablank screen. Click on the next button.
STEP 5 Thisallows you to add an attorney to the party that you have created. Y ou can add an

additional attorney if one will be assisting in the case. If you added yourself in step 5 above and
you are the only attorney for this party, click on the End attorney selection button.

“ase 06-20261 already contains creditors!

Figure 3

STEP 6 Thisiswhereyou will an add your party to the matrix (figure 3). Place a check mark
in the box and click on Next. Enter in the name and address for your creditor party (figure 4).
Use the enter key to insert aline break. Y ou can add as many creditors as you want. Simply
separate the creditors by an empty line. Y ou can enter creditor information by performing a copy
and paste function from word, WordPerfect, Open Office or other word processing applications.
After entering your creditor information, click on the Next button.

Mame may be 30 characiers. Address may be 5 lines, 40 charactars sach.
Maore than one creditor may be entered. Separate creditors with a blark lins.

Name and Address

Creditor type | Creditor v

Creditor committee & 1o O Tes

Figure 4 Next
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Section 5.12: Notice of Appearance and Request for Notice

STEP 7 Thisisthefinal docket text creation screen (figure5). Y ou can modify the docket text
by selecting items from the drop down menu as well as adding text to thetext field. Once you
are finished with modifying the docket text, click on next.

Thisisthe final docket text screen, thelast screen prior to submitting the creditor request for
notice to the court.

Do ket Text: Modify as Appropriate.
: (v [Notice of Appearance of Counsel and Request for Notice Filed by
J'u eid Johnson on behalf of Chesterfield Mortgage and Finance (Jolmson, Jared)

kAttention!! Submitting thas screen commits this transaction. You will have no further opportunity to modify this subr

Figure 5
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5.13

Notice of Endorsement

The Notice of Endorsement allows registered ECF usersto el ectronically sign/agree to/endorse a document on the
docket sheet, such as a document or order submitted by opposing counsdl, or trustee. THIS EVENT DOES NOT RE-
QUIRE A PDF DOCUMENT

Found: Bankruptcy/Notices

Reference:

Section 2.8 Referencing an Existing Document
Section 3.1 Sear ching for a Party

Section 3.2 Creating a Party

Section 3.3 Adding a Party

STEP 1 Click on Notices under the Bankruptcy category.
STEP 2 Enter the case number for the case. Usethe YY-NNNNN number format.
STEP 3 Select NOTICE OF ENDORSEMENT (NO IMAGE) from the selection box. Click on Next.

STEP 4 At the select party screen, select the movant. Highlight your party and click on the [Next] button. If
the movant is not listed on the case party list, add your party by clicking on the Add/Create New Party link.
Refer to section 2 for instructions for searching for, creating and adding parties.

STEP5 Place a checkmark in the check box labeled Refer to existing event(s)? (figure 1). Thiswill allow you
to select the document that you are endorsing. If you do not select the box, you will not be able to endorse that
item. Click on Next.

STEP 6 Refer to section 1.8 on referencing an existing document. After referencing your document, click on
Next.

STEP 7 Verify your final docket text and make any adjustments necessary. Thistext will be displayed on the
Notice of Electronic Filing and on the docket sheet. If your final text isnot correct, you will most likely need
to use the back button on your browser and correct it at the screen where the information was originally entered.
Thisway a complete correction is madeto the filing, not just the final text.

Make sure that your entry is accurate up to thispoint. When you click on the [Next] button, this event will be
sent to the court and applied to the case.

You will aso receive your notice of eectronic filing.
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[ Mext ] [ Clear ]

Figure 1
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0.14

Notice of Hearing

Correctly entering a Notice of Hearing is very important to both the moving party and the court. When an el ectronic
filer entersanatice of hearing, they are actually referring to a matter on the chambers calendar. Incorrect entries can
have a dramatic effect on chambers so make sure you verify your entry.

You will need to contact chambers to get a hearing date

If you are filing a document that will include noticing information, such as a Notice of Hearing or Certificate of Ser-
vice, you may refer to section 8.5: Recipient Mailing List, for thelist of electronic and manual recipients. Y ou may
then include on the noticing document, (Received Electronically) before converting to PDF, to indicate what parties
received the document el ectronically.

When filing an Amended Notice of Hearing, do not link the hearing event to the previous hearing, link to the mo-
tion being heard.

If you have filed a previous hearing notice with the court and you don’t select Amended/Rescheduled, wheniitis
appropriate, the previous hearing may not be correctly removed from the calendar.

Found: Bankruptcy/Notices

Reference:

e Section 2.6 Attaching a PDF Document

e Section 2.8 Referencing an Existing Document
e Section 8.5 Recipient Mailing List

STEP 1 Sdlect Notices from the category list.

STEP 2 Enter the case number in the standard format (Y'Y -NNNNN) including the hyphen. Click on the
[Next] button.

STEP 3 Click on the drop-down menu and select the type of document that you arefiling. Highlight Notice
of Hearing if thisisthefirst notice relating to the mation. If you are amending or rescheduling a previously
filed notice select Notice of Hearing (Amended/Rescheduled). Once you have selected your event, click on
[Next].

STEP 4 At the select party screen, select the movant. Highlight your party and click on the [Next] button.

Y ou party should already be a party to the case.

A case verification screen will appear next. This screen is displayed to allow you to confirm your case number
and name of debtor. Click on [Next] to continue.
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STEP5 You will then see aHearing Information screen. Again, it isvery important to enter the informa-
tion on this screen correctly. The filer should begin by selecting the first pull-down box field that reads
“Please select a previoudly created event”. Information from chambers’ calendars are populated directly
into thisfield, see figure 1 below.

|

Figure 1

Hearing Information

In order to enter a hearing date/time/location, you must obtain prior approval from the
presiding judge.
Contact the Chambers of Judge Boulden.

Please select a previously created calendar event J

Hearing Date: Calendar | Hearing Time: o AMcPM

Location: | H

Confirmation Hearing Information

Tn arder ta enter 2 hearing date/time/location. van mnst ahtain nrior annraval from the =
== [Document: Bone EE v e

Most previoudy created calendar events created on the chambers calendar for this case will appear. In the
example, shown in figure 2, only one hearing was scheduled on the court’s calendar for 7/30/03 at 9:00AM. If
thisisthe hearing that is scheduled for the pleading you are now entering, smply highlight and click on your
selection.

If the information that appearsin this field is questionable, contact chambers before selecting it.

If you do not select the displayed hearing and enter the hearing record again, a duplicate entry may be placed
on the court calendar.

Figure 2

Hearing Information

In order to enter a hearing date/time/location, you must obtain prior approval from the
presiding judge.
Contact the Chambers of Judge Boulden.

07/30/2003 - 09:00 AM - Motion For Relief From Stay Filed By Jefferson C. Camp (Paul, Colton) J

Please select a previously created calendar event

Location: | H

Confirmation Hearing Information

In arder to enter a hearing date/time/lncation. von mnst ahtain nrior annroval fram the =
Bt E 2l

& =b=| [Bacument Dane
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Section 5.14: Notice of Hearing

Pre-sets, 341 and confirmation hearings will not appear in the box at thistime.

After you have highlighted the previously scheduled event, the Hearing Date, Hearing Time and Location
fieldswill be populated automatically (seefigure 3).

3 Distict of Utah - Live Database - Netscape.
le Edit View Go Communicator Help

Back  Fozd  Reload

e = S B Figure 3
Rlnstart Message (B ebhai (5] Rad
N s n: [ in S 0 =] @37 Whats Related

=
Query + Reports -  Utiities +  Logout 2

07/30/2003 - 09:00 AM - Motion For Relief From Stay Filed By Jefferson C. Camp (Paul, Colton) j

i Calendar | Hearing Time: |09:00  « AMcPM

Location: | [ L

Hearing Date:

'Confirmation Hearing Information

In order to enter a hearing date/time/location, you must obtain prior approval from the
presiding judge.
Contact the Chambers of Judge Boulden.

Please select a previously created calendar event J
Confirmation Hearing Date: Calendar | Hearing Time: cAMcPM
Location: | H

=
3 [=0=| [Bocument: Dane EE T I B

* D =[]
B B Yen 8374 25th, Ogden -
Back Fn?Andres Diaz Ib SE%M % si%
[ & Instant Mess. Boston 1515 Elr ages Download Calendar (4 Channels
| ™ Bookmaik Boston Building, Room 201 Fiessimest seo1 ] @ wht Related

I—Commission Chambers =
ﬁ Elizabeth Loveridge Adversary . Query . Reports . Utilities . Logout ?
ontact thFed Bldg.Rm 6020,0gd 1. N

Fed Bldg.Rm6026,0gd
Kevin Anderson

LA R. Kimball Mosier

Hearing DRoom 1016, Ogden

Steven Bailey

US Bankruptcy Court

USBC Rm 341

USBC Rm 369

qUSBC Rm 376

Utah State Tax Commission

VWashington Cnty

without date

presiding judge.

Contact the Chambers of Judge Boulden.

ef From Stay Filed By Jefferson C. Camp (Paul, Colton) J
Hearing Time: |99: 00| « AMc PM

Location:

/location, you must obtain prior approval from the

Please select a previously created calendar event J

Confirmation Hearing Date: Calendar | Hearing Time: cAMcPM

Location: | H

& == |Document: Done S A = e

stant| | @ 5y 5 0 ) ||[FEvistrict of Utah - Live... [E]Aty Manuslipub - Micias... | EN%W@?@P@LIJKV 10038

Figure 4

STEP 6 Thelocation field will display the US Bankruptcy Court if the hearing isto be held in Salt Lake (see
figure 4 below). Do not select aroom number for the hearing location.
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STEP 7 After entering the details on the hearing, scroll down to the bottom of the hearing screen where you
will see all documents still pending in the case. Bypass the hearing information screensthat do not apply to
the motion you arefiling. Click on the box that corresponds to the motion for which, you are noticing the
hearing (seefigure 5). Click on [Next]

STEP 8 Browse and attach your supporting documentation using the procedure outlined in section 2.6: At-
taching a PDF Document.

STEP9 Verify your final text and the hearing date and time that appearsin thefinal text. If the date and
time are not correct at this point. Y ou must use the back button and go back to the Hear ing screen to make
any corrections. The mation on for hearing should also be verified for accuracy before filing the document
with the court (see figure 6).

EECF . . IJuEry- . Reports . utilities . Logout ?

Agreement with RC Willey . (lor, ) (EOD:

Figure 5

=
e
(]
?.
=
Q
=

™ 06/25/2003
06/26/2003)

™ 06/25/2003 Trustee's Directive filed by Trustee . (lor, ) (EOD: 06/26/2003)

1= 15
L R FS]

T 06/25/2003 Affidavit of Attorney (mtm, ) (EOD: 06/26/2003)

T 06/25/2003 16 Pending Order (related document(s):[14] Application to Employ) . . .
(mtm, ) (EOD: 06/26/2003) Verify, verify, verify.

' 06/30/2003 17 Order Granting Application to Employ (Related Doc # [14]) This Can_nOt be stre_ﬁsed
Duane H. Gillman and the firm of McDowell and Gillman as enough in thissection. A
Attorney for Trustee. (Ib) mistake made here will

¥ 07/01/2003 18 Motion for Relief From Stay Receipt Number: 202846 Fee directly effect the cham-
Amount $75 Filed by Jefferson C. Camp (dlg, ) (EOD: bers’ calend
07/02/2003) S’ calenaar.

™ 07/01/2003 19 Trustee's Request and Notice of Abandonment. (dlg, ) (EOD:
07/02/2003)

Next Clear
&= PrersEmD S e g @ 2
Figure 6

Notice of Hearing (related document(s):[18] Motion for Relief From Stay) Fil
v utbaty on behalf of Jefferson C. Camp Hearing scheduled for 7/30/2003 a
09:00 AM at US Bankruptcy Court. (utkaty, )|

Attention!! Submitting this screen commits this transaction. You will have
no further opportunity to modify this submission if you continue.

Next Clear

4l
@ =o=| |Document Dore

Notice of Hearing (Amended/Rescheduled)

If you need to file a Notice of Hearing (Amended/Rescheduled), when you do the referencing back to the
document, you will need to reference the origina motion, not the notice of hearing. All hearing eventsrefer
back to the original document that is the subject of the hearing.
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5.15

Objections

Y ou need to remember that with most objections, you will need to refer to the document that you are objecting to.
The exception to thisis an Objection to Confirmation of Plan, where thereis not a linkage when referencing an exist-
ing document.

Found: Bankruptcy//Objection/Response

Reference:

Section 2.6 Attaching a PDF Document
Section 2.8 Referencing an Existing Document
Section 3.1 Sear ching for a Party

Section 3.2 Creating a Party

Section 3.3 Adding a Party

STEP 1 At the Bankruptcy Events screen, click on the Objection/Response hyperlink. Select Reference an
Existing Pleading.

STEP 2 Enter the case number in the standard format (Y'Y -NNNNN) including the hyphen. Click on the
[Next] button.

STEP 3 Click on the drop-down menu and select the type of document that you arefiling (see figure 1). Once
you have selected your type, click on [Next].

STEP 4 Highlight the objecting/responding party and then click on [Next]. If the party isnot listed on the case,
you may need to click on the Add/Create New Party link. Refer to section 3 for selecting parties.

A screen may appear asking if an association between the party filer and the ECF user should be made. if the
registered user logged in to the system isnot counsel of record for the party filer you have selected. If you are
the attorney representing the party, you may need to make the association. Click on the checkbox and then click
on [Next].

STEP5 Add your supporting documentation using the procedure in section 2.6 Attaching a PDF Document.

STEP 6 Reference your pleading to an existing document. Refer to section 2.8 Referencing an Existing Docu-
ment for instructions if necessary.

STEP 7 Check the fina docket text and make any necessary changes. Thistext will be displayed on the Notice
of Electronic Filing and on the docket shest.

Make sure that your entry is accurate up to thispoint. Make surethat the referenced documents arelisted in
the final docket text, do not add them! The system should have done that for you. If the referred to docu-
ments are not there, go back to the screen shown in figure 2. Place the checkmark in the refer to existing events
box.

When you click on the [Next] button, this event will be sent to the court and you applied to the case.
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Answer to Complaint (Amended)
Angwerto Section 304 Petition

Involuntaii AriEwer

Ohjection as to Form of Order

Ohjection to Claim

Ohjection to Confirmation of Flan

Ohbjection to Debtor's Claim of Exemptions
Ohjection to Motion to Dismiss and Motion to Abate

Rephy
Response
Figure 1
R?f?l to E'I.lstillg eve-nt(s)'? An swal to CDmp|aint (Amended)
Answer to Section 304 Petition
Zelect the pdf document (for example: CAM82cv501-21.pdD). lnv',:'lun,tary Answer
Filename Objection
‘ |Objection as to Form of Order
Chjection ta Claim
Attaclments to Document: & Mo O Ve Ohjection ta Canfirmation of Plan
: Chjection to Debtor's Claim of Exemptions
N Ohjection to Motion to Dismiss and Motion 1o Abate
Reply
Response
Figure 2 Figure 3

Objection to a Claim

To object to a claim, select the Objection to Claim (figure 3) event from the drop-down menu when selecting
your type of objection (STEP 3). Then select the party filing the event (STEP 4).

You will then get the screen requesting the claim(s) being objected to (figure 4 below). Enter the claim num-
ber (no names). Separate multiple claim numbers with commas. Attach your document per section 2.6
(STEP5).

[Enter Claimn Number(s) Objected To: (Example: 1.2_.4}| Fig ure 4

Select the pdf document (for example: C:A159cw501-21 pdf).
Filename

Browse...

Attachments to Document: & Mo O Yes

(Feq) (e
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5.160

Proof of Clams

When a proof of claimisfiled in CM/ECF, the claim will be attached to the creditor record of the claimant. One
must first locate the creditor by searching the creditor database and then enter the corresponding claim.

Sometimes, the creditor filing a claim isalready listed on the case. If the creditor cannot be located on the case, they
will need to be added by court staff.

If not on the matrix, a creditor may be added to a case or aclaim filed, by entering a Creditor Request for Notice.
The user may attach the claim to the notice and the court will add the creditor and enter the claim or, the court will add
the creditor on the notice, then later, the user isableto filethe Proof of Claim electronically.

Reference:

Section 2.6 Attaching a PDF Document

Section 5.3 Amendments

Section 6.3 Editing a Creditor Matrix/Amending a Matrix (No Fee)
Section 6.4 Adding Creditorsto an Existing Case

STEP 1 Click on the File Claims hyperlink. You will get the creditor search screen (figure 1). Enter the case
number.

STEP 2 Enter in the case number.

STEP 3 Enter in the name of the claimant from the Proof of Claim that you will be attaching. Y ou may enter a
portion of the creditor name. Figure 1 exhibits a search for First Mortgage by entering First Mort. Figure 2
shows the search effort resulted in two creditor matches beginning with First Mort at two different addresses.
Thisfield may also be left blank to return acompletelist of al creditors on the matrix. This is actually the
court’s preferred method for conducting your creditor search.

STEP 4 You must select the creditor from the drop-down menu with the same address asthe claim you are
filing. Click on [Next] to continue.

If Creditor Not Listed
If the creditor on your claim isnot on the matrix, you must submit a Creditor Request for Notice or
Amended Matrix to the court and the creditor will be added by a clerk.

Creditor Address is Incorrect

If your creditor appears on the matrix, but the addressis different than the address on your claim, you must
edit an address so your claim is accurate and any notices can be properly sent. To edit an address you must
exit from the File a Claim category and then follow theinstructionsin section 6.3 to edit your creditor’sinfor-
mation. After you have updated the record for your client, you may return to the File Claims category and se-
lect the updated creditor record.

STEP5 Thefiler entersthe information describing the claim on the screen shown in figure 3.

e |f this claim amends or duplicates a previous claim, indicate the number in the appropriate fields.
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Search for Creditor Figure 1
Case Number [02-20107
Nam_e Oleirst Mort
creditor
Type of creditor [Creditor ]
Next Clear
Select a Creditor for Claim Figure 2
Case 02-20107: Paul Robert McKnight
1461 - First Mortgage Company - 1390 Van Nuys Blvd Van Nuys, CA. 94524
1470 - First Mortgage Company - 1st Avenue Street Sandy Ut 84770
Proof Of Claim Information For =
1461 - First Mortgage Company F|g ure 3
1390 Van Nuys Blvd
Van Nuys, CA. 94524
Case Number- . Amends Claim #: Duplicates Claim #: Filed By:
02-20107 Claioies AyDebior |
Last Date To File: Iﬁié"‘:;')m Date Filed: 07/07/2003 | Late: [N Status: :
Amount Claimed
Unsecured Secured Priority Unknown Total (Display Only)
15000.00 |165[IEIEI.EIEI | IlBEIEIEI[I.EI[I
Amount Allowed
Total (Display Only)
Description: [ralue of collateral s165000.00
Remarks: IArrears $1350.00
M Clear =
& == [Documen t Done

o TheFiled By fields allow you to indicate attorney, creditor, debtor or trustee.
e Enter the data from the document in the appropriate Amount Claimed fields. Do not enter the “$” or com-

mas in the dollar amount fields.

e Typeadditional information in the Description and Remarksfields, if necessary. If your claim has Ar-
rears and/or a Value of Collateral, include this information on these lines.

When you have completed this screen, click on [Next] to continue filing aclaim.

STEP 6 Add your supporting documentation using the procedure in section 2.6 for instructions

Thisisthelast screen. Clicking on Next will give you the Electronic Notice of Claim, and you’re your claim

will be added to the claimsregister.
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0.1/

Proposed Orders/Pending Orders

The subject of orders, from timeto time, causes some confusion, especially the concept of proposed v. pending.
Attorneys propose orders, and those orders are uploaded into the system. Once they are uploaded to the ECF system,
they areno longer proposed orders but become pending orders, awaiting action by chambers.

Electronic Orders Submitted through ECF

There are a couple things to remember about pending orders:

1. Thefirg pageisrequired to have a2 1/2” margin at thetop. Thisallows for the judge’s el ectronic Sgnature
stamp to be placed on the order.

2. Because of the above electronic signature, the need for a signature block is gone. A signature block isnot re-
quired.

3. Becausethereisn’t asignature block, you will need to indicate that the document is complete. Indicate this by
“End of Document” or “End of Order” — something to indicate to chambersthe last page of the order.

With most of the filings done within the ECF system, if an item is not found under the adversary category, a bank-
ruptcy event can be used, the adversary case number entered and the system will sort the entries accordingly. The
exception to thisruleisthe orders upload feature. If you are going to upload an order to a bankruptcy case, you must
use the Pending Order Upload under the Bankruptcy category. If you are going to upload an order to an adversary
case, you must use the Order Upload for Adversary under the Adversary category.

Orders Submitted in Court

For orders submitted in court, include a signature block as you have aways done. You till need to include the 2
1/2” margin at the top of an order presented in court, since all ordersrequire the margin by local rule.

Certificate of Service

A certificate of serviceis still required on orders submitted after ahearing to give parties that were present an oppor-
tunity to object to the form of order.

Service List

Attach alist of names and addresses to receive a copy of the signed order.

Found: Bankruptcy/Pending Order Upload; Adversary/Order Upload for Adversary

Reference:
e Section 2.6 Attaching a PDF Document
e Section 2.8 Referencing an Existing Document
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STEP 1 At the Bankruptcy Events screen, click on the Pending Order Upload hyperlink. Click on Upload Sin-
ge

STEP 2 Enter the case number in the standard format (Y'Y -NNNNN) including the hyphen. Click on the
[Next] button.

STEP 3 Enter in the document number that this order isreferencing. If you don’t know the document number,
leave the box blank and click on [Next].

STEP 4 Reference your order to the existing document. Refer to section 2.8 Referencing an Exigting Docu-
ment for instructions if necessary.

Be aware that you can only link to one document. If you filed a motion and an objection, and you
are filling one order that relates to both, you can only link to one. The clerk’s office will address all
maitters on the order.

STEP5 You will need to select your order type from the drop down menu. Select theitem that is closest to
what you arefiling. Usethe Other type if nothing elseis suitable.

STEP6 If you selected either the Hearing Held or Hearing Scheduled events, you will need to enter the hearing
date.

STEP 7 Add your supporting documentation using the procedure in section 2.6 Attaching a PDF Document.
STEP 8 When you click on the Next button, the order will be sent to chambers, and you will be sent to the final
docket text. You will get two “Attention text screens” (figure 1 below). Understand that you will submit the

order now, and then text to the docket after clicking on Next.

STEP9 Check the fina docket text and make any necessary changes. Thistext will be displayed on the Notice
of Electronic Filing and on the docket sheet. Click on Next to Submit the final text to the docket.

Upload a Single Order

Case Number: 05-20015

(Case Name: Thomas Freeman and Julia Freeman

[Related Document Numnber: 5

[Related Document Description: Motion to Confirtn By Consent and Ch 13 Amended Plan

Order Type | =
Hearing Date Examples: 03/19/2002 or 03/19/02
File to Upload

[Note: You can only upload files with a .pdf extension. If yon use Adobe Acrobat Writer version 3 or 4 to convert orders to pdf, your orders should be
prepared using the Cowmier, Helvetica, or Tiunes New Roman font (regular, bold, italic, and bold italic). If you use Adobe Acrobat Wiiter version 5, your
orders should be prepared using the Arial, Cowier, or Tines New Roman font (regular, bold, italic, and bold italic). Other fonts will not process corvectly
through the court’s noticing center.

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this submission if you continue.

Next
Figure 1
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5.18

Shorten Time v.
Expedite Hearing

Thisisapoint that causes alot of confusion: using amotion to shorten time verses a motion to expedite hearing.

You will usMaotion to Shorten Time when you want to shorten thetime, for example, for a deadline or objection
period.

You will aways use the Motion to Expedite Hearing if you want to shorten the time for ahearing.

Found: Bankruptcy//Motions/Applications

Reference:

e  Section 2.6 Attaching a PDF Document

e  Section 2.8 Referencing an Existing Document
e Section 5.1 Motions

U.S. Bankruptcy Court-District of Utah 98 March 18, 2008



CM/ECF Comprehensive Reference Manual

March 18, 2008 99 U.S. Bankruptcy Court-District of Utah



CM/ECF Comprehensive Reference Manual

5.19

Tax Documents

Thisevent isa private event, similar to the Statement of Social Security. Y ou will not be able to combine thisfiling
with any other event.

Found: Bankruptcy/Other

Reference:
e Section 2.6 Attaching a PDF Document

STEP 1 Select the event Bankruptcy/Other. Enter the case number for the case using the YY-NNNNN format. Click
on Next Select Tax Documents from the list of events. Click on Next.

STEP 2 Sdect the party filing this certificate (debtor). Click on Next.

STEP 3 Attach the PDF converted tax document. Click on Next.

STEP 4 You will need to enter the year for which the tax document applies. Click on Next.

STEP5 Thisisthelast screen prior to committing your filing to the court. Up to this point, you can use the back and
forward button on your browser to review your filing and then make corrections or changes as needed. Remember that
if you make changes to a page, you must use the next button on the pages to advance back to the submission screen
since a change to one page will affect follow-on pages. If you are satisfied with your filing, click on Next.

You will get the Notice of Electronic filing. This screen informs you that a filing has been madeto the case. Clicking

on the case number will launch pacer and then the docket sheet. The bottom of the sheet informs me who will receive
e-natification and who will have to be noticed the old fashion way, by mail.
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5.20

Additional Docketing Tips

This section will aid an electronic filer with additional information on issues that we have experienced thus far and
al so describe the notices that a user may receive or see on the docket if an error is made.

There are two events that are currently being used by court staff to identify an entry that may be of concern and either
make a note on the court record or send notification to the eectronic filer regarding the possible error. The Clerk’s
Notice of Possible Error will produce an Electronic Notification.

Clerk’s Notice of Possible Error:
e Used when the court is seeking a response or action from filer because the court cannot definitively identify the
intent of the filer. Such as when image of pleading and docket entry do not match.

e Thefiler needsto take some action to clarify the filing by awithdrawal or amendment.

Clerk’s Notice of Adjusted Entry:

e Thisnoticewill be used to make a notation or clarification on the docket sheet that an adjustment was made to an
entry and describe what changes were made. Y ou may want to review this section of the manua periodically to
ensure the proper use and understanding of events and procedures. The court will update this section on the web-
Siteasmoreissues arise.

e New Cases: Verify your information before submitting the new case to the court. Common mistakes made on
new cases are. name differs on entry submitted from the petition image, no aliasinformation entered in the sys-
tem but appears on the petition and incorrect chapter entered.

e Notice of Hearing: When entering a Notice of Hearing, aroom number will not appear in the location field.

e Notice of Hearing (Amended/Rescheduled): If you are amending or rescheduling a hearing, remember to use
the event code Notice of Hearing (Amended/Rescheduled). Do not link the amended notice to the previous No-
tice of Hearing, link the new Notice of Hearing to the motion to which it relates.

e Motion to Expedite Hearing vs. Shorten Time: If you are requesting that a hearing be expedited use the event
Expedite Hearing rather than Shorten Time. Thiswill enable the court to enter the hearing date when the order is
signed. Theruleat the court isif you are shortening time for a hearing or make mention of a hearing in your mo-
tion, we use the Expedite Hearing event. Motion to Shorten or Extend Time may be used for other motions such
as Extend Time to File Statements and Schedules.

e Signatureor /9/: Make surethat you include the/s/ to all areas where a signature would normally appear. This
includes a certificate of service.

e Motion to Withdraw Document vs. Notice of Withdrawal of Document: If you elect to withdraw a previoudy
filed document, you may file a Motion to Withdraw Document (found in the Mation/Application event category),
a Withdrawal of Document w/image or a Withdrawal of Document without image (found in the Notice category).
If it isyour intent to motion the court to withdraw the document and subsequently file a pending order, you may
do so under the Motion/Application category. However, if you smply want to withdraw your document you may
do so by using the Withdrawal of Document under the Notice category. The system was modified to give you the
option to withdraw your document without having to attach a pdf image.
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e Multiple Motions: When filing multiple motions, consider whether you will need to select multiple events from a
category rather than just enhance thefinal text. If you are filing a motion that requires afee, you will need to se-
lect that event for the system to request payment for the event.

e Enhancing Final Text: You are able to enhance the final text on eventsto clarify a filing, add Ex Parte or possi-
bly include additional events. Be aware that enhancing to add some events has a profound affect on your mation
and can serioudly affect your case. For example, if you are filing a Motion to Dismiss Case and enhance the final
text by adding or Motion to Convert, because both of these motions change the case dramatically it is advisable to
use two separate events. (See also Multiple Motions above).

e Correct Event Code: Be sureto select the correct event or call the court if you are unsure which event to use.
Although, the use of some eventsis obvious, others have been modified to do some specific tasks. Some events
were created to facilitate deadline reports, fee requirements, etc., such as Mation to Expedite Hearing vs Motion
to Shorten Time. The Motion to Expedite Hearing event has the ability to enter the new hearing date built into the
system.

e FeeEvents: If you select an event that has afee attached your account will be charged. Events with a fee (listed
in section 1.3) will show (fee) next to the event.

e Clerk’sNotice of FeesDue: If you receive a Clerk’s Notice of Fees Due, an event requiring a fee may have been
filed without proper payment attached. It is possible that the ECF user selected an incorrect event from thelist or
occasionally, afiler enhances an entry to add an additional event. To pay afee on-line, select the Other category,
then Electronically Paid Fee —xxxx. Where xxxx is the amount due on the clerk’s notice.

e Amended Schedulesand Amended Matrix Fee Event. Since the court does not charge afiler thefee twiceif
these events are filed together, a event was created so that your account will only be charged the one fee for both.
If you select these events separately you will be charged afee for each.

e Confirm by Consent: When filing a Motion to Confirm by Consent, be sure to enter the claims being objected to,
if any. A screen will appear and request this information. Simply enter the claim numbersin the box provided,
i.e; 1,3,4.

e |f you arefiling a Chapter 13 Amended Plan at the same time as your motion, use the event Confirm by Consent
and Amended Chapter 13 Plan from the Other category.
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6.0

Creditor Mantenance

This section will cover the process of creating and uploading a mailing matrix
for anew case. This section will also discuss how to add and edit creditors on an
existing case.

The matrix is the only document in ECF prepared in atext based format.

Creating a Creditor Matrix
Uploading a Creditor Matrix

Editing a Creditor Matrix

Adding Creditorsto an Existing Case
Domestic Support Matrix

SIS -
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0.1

Creating a Creditor Matrix

A creditor matrix contains the names and addresses of creditors. Thisinformation is used for noticing and also for
claimsinformation, when applicable. The creditor matrix MUST bein ASCII form, usually a .txt file, before it can be

successfully uploaded.

Creditor Matrix Specifications:

e Thecase number MUST be thefirst line of the matrix, in standard (Y'Y-NNNNN) format with the hyphen, and
separated from the creditor list by ablank line.

The name and addresses of each creditor must be five lines or less.

Each line may contain no more than 40 characters, including blanks.

Names and addresses should be left justified (flush againg the |eft margin, no leading blanks).
Account numbers or “attention” lines should be placed on the second line of the name/address.
City, state and ZIP codes MUST be on thelast line.

Nine digit ZIP codes must be typed with a hyphen separating the two groups of digits.

All states must be two-letter abbreviations.

Each creditor must be separated by at least one blank line.

Do not include page numbers, headers, footers, etc.

Do not include any special charactersin your text document. Characters, such as#% & *, etc., are considered

illegal and may cause the upload to fail.

File Edit Format Help

4 std matrix.txt - Notepad

00-01258

Ford Motor Credit
7843 Henry Ford way
Dearhorn MI 35723

williamsburg Finance Inc.
1776 Colonial Ave
Richmond wa 15378

Thomasville Furniture
450 W Post Road
PhiladeTphia pa 16439

Mid-atlantic Investments
673 Capital states Blwd
PhiladeTphia pPa 16438

Morthwest Mutual Investments Bank
P.0. Box 26354
west Haven MI 36471-6354

Great Pacific Trade Co.
456 SE Caliber st.
Portland OR 98364

A properly formatted matrix
file.

STEP 1 When creating your matrix file, be sure that thefirst lineis the case
number that this matrix is being filed to. If this number iswrong, you will
get an error when uploading the matrix fileto the ECF system. Next, each
creditor should be separated from the case number and each other by a blank
space. The creditors’ addresses are basically formatted for amailing label.

After creating the creditorslist in any word processing application (even
Word Pad or Notepad, that comes with Windows) you will need to save it as
an ASCII text file. Click on File on the Menu bar and then select Save (or
Save as)

STEP 2 Enter the File Name then With the Save window up, select the File
Type that you will be saving thefileas. (SeeFigurel). If you areusing
WordPerfect select ASCII DOS Text or for Word select the .txt option.
Then click on the [Save] button to save the document in the proper format.
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e Tk Only with Line Breaks (*.kxt)

Word

Figure 1
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0.2

Uploading a Creditor Matrix

Once you have created the matrix file, you will need to upload the file to the ECF system.
Found: Bankruptcy/Creditor Maintenance/

Reference:
e Section 2.6 Attaching a PDF Document
e Section 5.1 Creating a Creditor Matrix File

STEP 1 Click on the Bankruptcy link on the Main Menu bar. The Bankruptcy Events screen is displayed.
Click on the Creditor Maintenance hyperlink and the Creditor Maintenance screen is displayed. Click on the
Upload a creditor matrix hyperlink.

STEP 2 The Case Number screen appears. Enter the case number in the standard (Y'Y-NNNNN) format, using
the hyphen. Click on the [Next] button to continue.

STEP 3 Refer to section 1.6 if needed to attach your matrix file. The main difference will be looking for
a TXT file instead of a PDF file. Once you have attached your txt file, click on the[Next] button.

STEP4 The Add Creditors screen will appear next (seefigure 1). If thetotal number of creditors entered is
not the same as the total number of creditors on the submitted matrix, click on the browser’s back button and
research the error. If the total number of creditors displayed is correct, click on the [Submit] button.

The Creditor Receipt screen displays. This screen isyour recei pt/confirmation that the creditor matrix has
been uploaded successfully to the case.

If you receive an error message after submission, check the case and make sure all creditors were added. If
all your creditors did not upload, contact the court.

You can click on the Return To Creditor Maintenance Menu and repeat steps 5 though 8 if you have addi-
tional matrixes to upload.
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EEC F Bankruptcy Adversary

Add Creditor(s)

Total Creditors Entered &

Subrnit I

Figure 1
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0.3

Editing a Creditor Matrix /

Amending

aMatrix (No Fee)

If your creditor appears on the matrix, but the creditor addressisincorrect, you will need to edit the address.

Currently, you are not alowed to add a new creditor to a case through the creditor maintenance event. Y ou will
need to file an Amended matrix and/or schedules to add a creditor to an already existing case.

Reference:
e Section 5.14 Proof of Claim

e Section 6.4 Adding Creditorsto an Existing Case

To Edit a Party Address:

STEP 1 Sdect the Creditor Maintenance category from the main Bankruptcy menu. Then select Edit Credi-

tors.

STEP 2 Enter the case number and the party search criteria. Y ou can enter in awhole name or the first two
lettersto return your desired creditor. You can aso leave the Enter name of creditor field blank. Thiswill
bring up the completelist of creditors. When done with this screen, click on the Next button.

STEP 3 If you left the Enter name of creditor field blank, you will get a drop down field (Edit Creditor) with
the entire creditor list available. Select your creditor from the list and click on next. If you entered something
into the Enter name of creditor field, then you will get that creditor in the edit creditor drop down list. Click on

next.

STEP 4 Edit therecord asnec-
essary and select [ Submit] to
submit changes.

Case number 06-20261 Steven Craigson

Nawme mey be 50 characters. Address may be 3 lines, 40 characters each

NorthWest Mutual Investments Bank
P.0O. Box 26354

West Haven MI 36471-635354
[Narme and Address

Creditor type | Craditor v

Creditor committee & Mo O Yes
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0.4

Adding Creditorsto an Existing
Case

When adding creditors to an existing case, after the original matrix has been filed, the process will depend upon
whether you are counsel for the debtor or creditor in the case.

If you are adebtor’s counsel, to add a creditor, you will need to file an amended matrix. When filing an amended
matrix, only include the new creditors, do not attach the original matrix with the new creditors. Just the new addi-
tions. Also, the traditional cover sheet available at the counter, does not need to be included e ectronicaly. You may
include a certificate of mailing with the amended creditors, or use your own word processor version of the traditional
cover sheet. Refer to section 5.3 for more information on amendments.

If you are counsel for the creditor in the case, you will need to file at least a Creditor’s Request for Notice. The
court will add the creditor and address shown in the Notice to the matrix for the case.

If therequest to add a creditor is being filed in order to file a Proof of Claim for your client, it is acceptable to attach
the claim when the browse screen appears, rather than a notice with the creditor’s address. The clerk’s office will add
the creditor to the matrix and enter your claim for you. The claimsdocket will reflect the date the Creditor’s Request
for Notice was filed.

The creditor can be added a number of ways:

e Notice of Appearance of Counsel and Request for Notice
Creditor Request for Notice

Amended schedul e (feg)

Amended matrix (fee)

Amended Matrix and Amended Schedules (fee)

Reference:

e Section 5.3 Amendments

e Section 5.14 Proof of Claim

e Section 6.3 Editing a Creditor Matrix/Amending a Matrix (No Fee)

You can use the above listed events to add creditorsto acase. Even though the events may be different, the process
for adding creditors are the same. We will jump into the section that where creditors are added to the case. For acom-
plete overview of the process from start to finish, refer to Section 5.10 Notice of Appearance and Request for
Notice.

Thisiswhere you will an add your party to the matrix (seefigure1). To add anew creditor, place a checkmark in the
add new creditor box. Click on Next.
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Figure 1
At this point,
you will be
adding your
creditor to the Tase 06-20261 alreadyv contains creditors!
matrix. :

Enter in the name and address for your creditor party. Use the enter key to insert aline break. Y ou can add as many
creditorsasyou want. Simply separate the creditors by an empty line. Y ou can enter creditor information by perform-
ing a copy and paste function from word, WordPerfect, Open Office or other word processing applications. After en-
tering your creditor information, click on the Next button.

Name may be 50 characiers. Address may be 5 lines, 40 characters sach.
Mare than ane craditor may be entered. Separate creditars with a biank ine.

Name and Address

Creditor type | Craditor v

Creditor committee & Mo O Yes
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0.5

Domestic Support Matrix

In accordance with the Reform Act, the Bankruptcy Court has created anew event to provide for the electronic fil-
ing of the domestic support matrix. ECF users will find the new event under the Debtor Events category and the
Other category. The event is appropriately titled Domestic Support Matrix. The matrix is submitted as a PDF file.

Once received, the domestic creditors will be added to the case by court staff, during the quality control process.

The designation of Domestic Support Creditor has been added as a Creditor Type. Asyou can see from figure 1 be-
low, the domestic support creditor is clearly identified on the Creditor report, under the Query menu option, asa
(domestic) creditor.

A full report of designated Domestic Support Creditors, can be run by sel ecting the appropriate creditor type under
either the Query or Reports menus (figure 2).

Found: Bankruptcy/Other

Reference:
[ ]

Creditors _
Figure 1

Belmda Carshse

1246 South 4000 TWest
West Valley City, UT 84014
Last updatzr TOATE2005

(domestic)

Citi bank ND

1111

SLCVLAD, UT 84111 (ct)
Last update: Q272005

Dave Searcy

21820 M 47100 WAT
e e (cr)
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|Mailing Matrix by Case

Case nmmber |[2-05-kk-20015

OR

Participants

Ird Party Flaintiff
3rd Pty Detendant

1 Judge
[] US Tiustee

[ et ] [ Clear ]

Prmt format | £ columns

LJAN  Selsct ALL participants for cass

select any combination of the jfollowing

[a] Special maling group | 20 Largest Unsecured Creditors

B 0

[l Attormeys
[] Trustee

1 column

| 3 columns FOF

Creditors

Domestic Support Cre ditar
Lirmited Notice
A e L) FRY

[] Debtor's attormey(s)

Figure 2
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7.0

Reports/Queries

Queries and Reports menu options are valuable tools used to obtain
important information that will help you manage your cases.

This section will cover running the more common reports. You
should explore the other options available to take full advantage of
the reporting capabilities within CM/ECF.

Please note that to access either the Reports or Queries sections,
you will need to login to the PACER system. You will be charged
the going PACER rate. More information on cost and acquiring a
PACER account can be obtained from the court’s web site at
www. utb.uscourts.gov

This chapter will cover:
1. Cases Report

2. Docket Reports
3. Queries
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1

Cases Report

The casesreport presents information from the court’s database with a variety of selection criteriafor case manage-
ment and tracking.

STEP 1 Click on the Reports hyperlink on the blue bar. Click on the Cases hyperlink. Thiswill bring up the
PACER login. Enter your PACER login information and click on the [Login] button.

STEP 2 With the Cases Report screen up (below), select the fields that you want to use to generate your re-
port. Click on the [Run Report] button to generate your casereport.

Cases Report

Office Case Type Chapter
Salt Lake City ap
- bk - 8

Trustee
Anderson, Kevin R.
Bailey, Steven R. |
Date Type[Filed Date [ From[l/1/2002  to  [6/1/2002
= Open cases 7 Party information
w7 Closed cases
Sort by[Filed Date | | H
Run Report | Clear |
Report Fields
e Case Type: ap—adversary proceeding or bk—bankruptcy. Default isall types.
e Chapter: 7,9, 11, 12, 13 or 304. Default isall chapters.
e Trustees Defaultisall trustees.
e Date Type: Filed, Entered, Discharged, Dismissed, Closed, Converted. Default is
Filed Date.
e From/to: Enter abeginning and/or ending date. For a single day’s activity, enter that
date into both fields.
e Open Cases. show open cases. Default is Open Cases.
e Closed Cases: toinclude or exclude closed cases. Default is no closed cases.
e Party Information: check this box to show party name, address, SSN and Tax ID.
e Sort by: select up to three sorting orders—Filed Date, Entered Date, Case Number,

Case Type, or Office. Default isFiled Date.

U.S. Bankruptcy Court-District of Utah 118
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Thisisthe Cases Report. The size of the report is
based on the fields that you selected in STEP 2.

Party Name. This shows party

Case Number. Clicking information (Party Information was

on thislink will generate . i ion.
g checked on the fields screen). Event dates Other case information

a Docket Report.

D o a a D atabase e ape 7] X

File Edit fWiew Go Communicator Help

T ¢ & A 4 s S |a & @ /

H Bacl Fonwad  Feload  Home  Seach  Netscaps  Print ecuily  Shop G,

[ & insthet Message ‘webMail Radio Pecple Yellanages’ Dowrload Calendar (4 Channels /

g ‘;‘ ookmarks A Location: [https://echtrain. utb. uscourts. gow/cgi-bin/login. 7 787691530292739 E]

SECF

Bankruptcy + Adversary + . Reports

- Harvey Smithso+
02-20003 bk|7 William Jones | Filed: 03/05/2002 Office: Salt Lake /
Discharged City
11/18/2002 ef: NO
FeeNRaid
02-20004 bk |7 Susan Ann Smith Clark Filed: 03/07/2002 Office: Salt Lake
1445 South 1500 East  |[Loveridge City
Salt Lake City, UT 84111 Asset: No . .
SSN: 528-44-5555 Fee: Paid Notice the discharge

Clounry: Salt Lake ™\ and dismiss dates.
02-20005 bk 7 [Edward Pakenham  [Boulden | Filed: 03/19/2002|Gffice: Salt L _—— Other information

2584 E New Orleans Ct Dismissed- such as Converted
Salt Lake City, UT 84115 10/17/2002 Asset: No and Closed etc. may
SEN: 265-48-7521 Fee: Paid aso appear

County: Salt Lake

Sarah Pakenham
2584 E New Orleans Ct

I S[alt Take Clitv TTT =
& == i e \ e :

Judge and Trustee assigned to the case.
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(.2

Docket Report

The Docket Report, also known as a Docket Sheet, listsall the eventsthat occur to a particular case. From the ECF
Docket Report, you can access the documents that created those events.

As with the Cases Report, the Docket Report is under the Reports hyperlink.

STEP 1 Click on the Reports hyperlink on the blue bar. Click on the Docket Reports hyperlink. Enter your
PACER login information and click on the [Login] button.

STEP 2 With the Docket Report screen up (bel ow), select the fields that you want to use to generate you report.
Click on the [Run Report] button to generate your docket report.

Docket Sheet

Case number [02-20105

¢ Filed [1/16/2002 |to[7/15/2003
c Entered
Documents | to |

® Include terminated parties
= Include links to Notice of Electronic Filing

« HTML
o Text

Sort by [Most recent date first B

Run Report | Clear |

Report Fields

Case Number: since you are looking at a specific case, you need to enter a case number (using the stan-
dard YY-NNNNN format). Thisisarequired field.

Entered/Filed: To limit which entries are shown by date, select either “Entered” (when the entry was
recorded by the court in CM/ECF) or Filed (when the document was filed). Enter the start and stop date
in the format MM/DD/YY or MM/DD/YYYY.

Documents: limit entries by document number, enter the beginning and ending numbers.

Include terminated parties: include any parties that have been terminated from the case. Uncheck the
box to show only current partiesin the case.

Include linksto Notice of Electronic Filing: Notice provided at the end of each docket entry.

Sort by: Thisselection allows you to sort the entries in thereport by “oldest date first” or “Most recent
datefirst”. This can also affect the number of pages and PACER chargesif you are interested only in
the most current activity.
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Thisisthe Docket Report. The size of the report
is based on the fields that you selected in STEP 2.

Case
number

Basic case infor mation:
Chapter, Judge, Trustee, debtors

7 Distiic of Utah - Train Database - Netscape

Counsdl of record for

Case flagswhich
party on left.

could include dis-
missed, discharged,
727 objection to dis-
charge, etc.

Fle £dt \iew Go Communcalor Help
o\ o a4 a < A4 \&8 &
Back \Fovad  Reoad  Home  Seach Nelscape  Frint  Seeuiy hop  Gioo

7| Hirstant Kessane B wiebMal [ Rado B Pecpl [ velowPages [ Downio (5] Calerda

i [ Channsls

| % "BookNatks A Location:[hiips. et rain b uscouts. gov/egi bin/login P31 1 76730507 N5 L_316_01

SECF

Bankruptcy Adversary

U.5. Bankruptcy §

|Assigned to: William T. Thurman
Chapter 7

Voluntary

Mo assef

Pouglas Done

125 W. 2995 8.

IWest Valley City, UT 84112
SN 529-66-1396

Debior

Denise Done

1257, 2995 8

IWest Valley City, UT 84112
AN 564-56-5425

Debior

R. Kimball Mosier
arsons Davies Einghorn & Peters
85 Bouth State Street.

Query

District of Utah (Salt La
Bankruptcy Petition #: 03-50001

Reports utilities

ourt
&e City)

LDate Filed: 07/14/2003

represented by Kevin Whatcott

represented by Kevin Whatcott

uite 700
walt Lake City, UL 24111
E'@‘ |Document: Done

Document number s as-

Radio button will reproduce
actual Notice of Electronic
Filing displayed at thetime
the document was entered.

signed

ing on

Date on Pleading. up the

is ahyperlink number, click-

to document. If there

Date document was en-
tered on docket sheet.
Pleadings entered by court
may be entered next day.

the number will bring
document.

Docket Text.

. District of Utah - Train Database - Netscape

File Edit View Go Communicapr Help

< ¥ A2 . w3 8 B & / m
Back Foed Reload Home: Search Metfape  Print Securty  Shop Stap)

[ Bimsartbesssge 3 webtlal [5] Rado 5] Pepffe (3] velowPages 5] Dowrosd (5 Caenda

/

4 crame/

" Bookmaks fi Locaig

hitps://ecf-train uttyfscourts. gowdcgibindogin pi7311 76730507 3785-L_316_0-1

Barkruptcy Adversary Query

baty, ) (Entered: 03/10/2003)

. Reports Utilities

\
03/06/2003

Objection to (related document(s):23 Motion fo%elief From Stay) Filed by Cyprus
Credit Union (mmbaty, ) (Entered: 03/06/2003)

03/06/2003
National Bank (mmbaty,) (Entered: 03/0

Objection to (related document(s):23 Motion for Relief From Stay) Filed by Zions First

6/2003)

03/05/2003 349

Objection to {related document(s):47 Motion to Assume or Reject, Motion for Relief
From Stay) Filed by Wells Fargo Bank {mmbaty, ) (Entered: 03/05/2003)
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7.3

Query

The query feature provides a number of options to query the District of Utah database for case information on a par-
ticular caseincluding case number, associated adversary cases, attorneys, deadlines, docket report, etc. These query

reports are printable.

STEP 1 Click on the Query hyperlink on the blue bar. Enter your PACER login information and click on the

[Login] button.

STEP 2 With the Query Search screen up (seefigure 1), enter your desired search information into the fields that

you want to use to generate you query. Click on the[Run Query] button.

3% District of Utah - Train Database - Netscape

File Edit View Go Commi

tor Help

< & A 4 » m oS & @ @

Back  Forward  Reload  Home  Seaich  Netscape Pt Secury  Shop Stop

[l & instant Message  [H) WebMal Radio People Vellow Pages Dowrload Colendar [ Channels
| Bockmarks A Location: [rups:Zectiain ts bin/login 017311 76730507 3755-L_316_011

Query

Search Clues

Case Number |2*02*bk*20105 (Example: 99-80013)

Last Name | (Examples: Desoto, Des*t)

Type Party H

Run Query | Clear |

First Name Middle Name
SSN Tax ID

Elsal [Document Done:

Figure 1
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Query Events

Aliases
Listsall aliasesfor all partiesrelated to the case.

Associated Cases
All cases associated with this case, usually Adversary cases.

Attorneys
All attorneys associated with this case.

Case Summary
Displays a summary of events for the case, including dates, flags, pending status, attorney.

Creditors

A Creditor Type selection screen will be displayed, choose from: Creditors, Administrative, 20 L argest Unsecur ed
Creditors, Limited Notice, and Notice of Appearance. Or you can select nothing and get thewhole listing. For a
Mailing matrix select Mailing Matrix by Case under Reports.

After running this Query, you will get alisting of creditor saccording to your selected creditor type.
Deadlines/Hearings

A Deadlines/Hearing sort query screen isdisplayed. You can sort by: Document Number, Deadline/Hearing, Filed,
Due/Set (default), Satisfied, and Terminated, in threefields. The query will be performed on your first sort setting,
and then by the next sort setting through the three sorts, if you set that many.

Click on the [Run Query] button to bring up the Deadlines and Hearings report (see figure 2).

Clicking on a“silver bullet” will bring up the Docket Information and Related Docket Entries screen.

Y District of Utah - Train Database - Netscape

File Edit Yiew Go Communicator Help

e ¥ A A . W o= A B @
£ Back Fomward  Reload Home Seach  Metscape Print Security Shop =] feje)

5| B instant Messane  [E] wisbMail Radio People [B) Yellow Pages Downioad Calendar (4 Channels
7| " Bookmarks & Locatiore[htps./ecktrain utb.uscourts gow/cgibindlogin I 711 76730507 3755-L_516_0-1

-] @7 Whal's Related
=3

Adversary . Query

02-20108 Alan H. Oviatt ol
Case type: bk Chapter: 7 Asset: No Vol: v Judge: Glen E. Clark
Date filed: 04/30/2002 Date of last filing: 05/20/2003

Deadlines/Hearings

B Deadline/Hearing E‘.fent Due/Set  [Satisfied Terminated
No. Filed

@ Objection to Discharge Due [07/03/2002 09/30/2002 12/05/2002

@ 341 Meeting 07/03/2002 |07/31/2002 12/05/2002
at 10:30 AM

@ Objection to Discharge Due [04/30/2002 |07/29/2002 12/05/2002

@ 341 Meeting 04/30/2002 |05/30/2002 12/05/2002
at 01:00 PM

13 |@ Objection to Discharge Due 12/05/2002 |03/11/2002
13 |2 341 Meeting 12/05/2002 01/09/2002 | -

leen1.nn g | =

E1E [Document: Done

Figure 2 |:>
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Section 7.3: Query

Docket Report
See section 6.2: Docket Reports

Filers
Shows all thefilersfor thiscase. Clicking on afiler hyperlink will bring up alisting of all the documentsfiled by that
filer. Clicking on adlver bullet will bring up the Docket Information and Related Docket Entries screen.

History/Documents

A search screen is displayed, allowing you to select All events (which isahistory), or just events with documents.
Y ou also have the option of displaying docket text (alonger result page). You can sort by Oldest datefirst or M ost
recent datefirst.

Clicking the [Run Query] button will return the History/Document results page. 1f you accepted the default setting,
you will get a case history with silver bullets. Clicking on asilver bullet will display the docket text for that filing.
Clicking on a hyperlinked number will display the document for that event.

If you opted to display docket text on the search screen, the slver bulletswill not be displayed on theresults screen.

Notice of Bankruptcy Case Filing
Thisisa copy of the Electronic Notice of Case Filing, which was generated when the case was opened.

Parties
Displays all parties associated with the case, along with addresses and party roles, and who they are represented by.

Related Transactions

A query search screen alows you to search for related transactions by a Filed date range, Documents number range,
Document type and Document subtype (motions, orders, pending, terminated). The query can be sorted by Filed
Date, Entered Date, and Document Number .

Clicking on the [Run Query] button will return the related transactionsreport. Thisisalisting of transaction that re-
late or refer to each other, such as motions and objections to those mations.

Clicking on the silver bullet will display the Docket Information and Related Docket Entries screen.

Status

Thiswill display all eventsthat are awaiting an action. Clicking on the silver bullet will display the Docket Informa-
tion and Related Docket Entries screen.

Trustee
Displays the trustee assigned to the case.
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8.0

ECF Utilities

The Utilities menu option provides utilities to maintain accounts, update reci pient
email addresses, obtain internet payment information, make online payments and
view recipient mailing lists by case. Users should review these reports periodically to
fully utilize the system.

A Legal Research link isaso provided for convenient Westlaw access and the Verify
a Document option is under the Utilities menu to allow for document authentication.

This chapter will cover

Internet Payments Due

Internet Payment History
Maintaining ECF User Account
Transaction Log

Recipient Mailing List by Case
ECF Users Report

oukwpnpE
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8.1

Internet Payments Due

All fees accrued for fee events within ECF, such as an amended matrix or a voluntary petition, those fees will be
paid over theinternet using a credit card. All payments are made to the U.S. Treasury and not directly to the court.

The court has allowed you as an ECF filer a 24-hour grace period in which to pay your fees on line. For every
eight-hoursthat you do not pay your fees, you will receive an email reminding you that you need to pay your fees. At
the end of the 24-hour period, your ECF account will be locked, and the only item that is accessible will be the Inter-
net Payments Due hyperlink. Once the delinquent fees are paid, your ECF account will be unlocked and you can
then use the system normally. With that said, the court does request that you pay all the accrued fees before the end of
the day (midnight). That way, today’s fees aren’t carried over into tomorrow’s books.

The following credit cards are accepted:

e Visa

¢ MasterCard

e Discover

e American Express
e Diner’sClub

Browser Limitation
Thereisabrowser limitation for usng Pay.gov (the Internet payment system). Y ou must be using Internet Explorer
5.5 or higher, or Netscape 7.x and higher.

Pop-Up Blockers

The fee payment window shows up as a pop-up window. You must set the ECF Ste as a safe site for your browsers.
Thisis done differently depending on the browser you areusng. Most browsers will block the pop-ups by default,
and will notify you when an ad (pop-up) has been blocked. You will need to experiment with your browser to deter-
mine how to configure your browser.

If you are using afirewall and that firewall has a pop-up blocker feature active, again, look at whatever documenta-
tion that came with your firewall to alow the ECF system to present pop-up windows.

Reference:
e Section 8.2 Internet Payment History

Upon successful submission of adocket entry requiring afiling fee payment, such asanew case, amended
schedules or amation for relief, the filer will be offered the option to pay thefiling fee at that point or con-
tinue filing documents and pay a short time later. Figure 1 demonstrates the screen that will appear when fees
aredue.

Select [Pay Now] or [Continue Filing].

Pay Now

e |f you select [Pay Now], the screen in Figure 2 will appear.

e Enter your credit card information and click on [Continue].

e You will get a Payment Summary and Authorization screen (figure 3). Place a checkmark in the authori-
zation box. If you want an email to receive a confirmation receipt, enter your email address. Click on
[Make Payment] when you are done.
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Do NOT use the browser Back' button during the payment process.

Sunmary of cwirent charges:

Figure 1

Date Incurred Description Amount
2005-08-11 09.09:35 Motion for Relief From Stay(04-20450) [motion,melfsty] { 150.00) (Johnson, Jared) § 150.00
2005-08-11 02:11:39  Motion to Abandon(04-20450) [motion,mabn] { 150.00% (Tohnson, Jared) £ 150.00

Total: § 300.00

Pay Mow ] [ Cantinue Filing
Online Payment Return to your ariginating application
Step 1: Enter Payment Information 1

Pay Vfia Plastic Card (PC) (ex: American Express, Diners Club, Discover, Mastercard, VISA)

. . . . . ®
Required fields are indicated with a red asterisk

Account Holder Name: |-Jared Johnsan

Payment Amount; |$300.00 5
Billing Address: | 350 S0 Main 5t 5
Billing Address 2:
City:
State / Province:| — W

Figure 2

Zip / Postal Code: 84101
Country: | United States (=

DisCEvER

Card Type:
Card Number: ® (Cam aumher valve shoald rof contain spates or dasnes)
. . & A
Expiration Date: - | o "

Select the "Continue with Plastic Card Payment” button to continue to the next step in the Plastic Card Payment Process.

[ Continue with Plastic Card Payment ] [ Cancel l

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible.

Online Payment Return to your originating application
Step 2: Authorize Payment 2
Payment Su ary  Editthis information
Address Information Account Information Payment Information
Account Holder Name: Jared Johnson Card Type: Visa Payment Amount: §300.00
Billing Address: 350 So Main St Card Number: 1111 Transaction Date 08/11/2005 11:18
Billing Address 2: Expiration Date: 1 / 2007 and Time: EDT
City:

State / Province:
Zip / Postal Code: 84101
Country: USA

Email Confirmation Receipt
To have a confirmation sent to you upon completion of this transaction, provide an email address and confirmation below,

Email Address:
Confirm Email Address: F| g ure 3
Authorization and Disclosure
Required fields are indicated with a red asterisk *
| autharize a charge to my card account for the ahove amount in accordance with my card issuer agreement. [] #

Press the "Subrit Payment” Button only once. Prassing the button mare than once could result in multiple transactions.
Submit Payrment ][ Cancel ]

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transeitted
pnd pages being loaded incorrectly. Please use the links provided whenever possible
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Section 8.1: Internet Credit Card Processing (Internet Payments Due)

() Netscape -3l x]

T.S. Bankrptey Court
District of Utah

Tour payment process did not complete. If you did not click the Quit button, please contact the card 1ssuer.

Close window |

Confirmation screen that payment has been received.

Continue Filing

e |f you select [Continue Filing], the screen in Figure 1 will continue to appear upon completion of
every docket entry, including those that do not require a fee, until the fees have been paid.

e The screen that appears will continueto accrue chargesin all cases as seen in Figure 4.

Authorization Failure or Denial

o Userswill be allowed three attempts to pay before receiving a failed transaction notice.

e Theon-line payment program includes address verification. The address of the registered user will
be verified against the address of the card holder. If they do not match you may receive a failure no-
tice

o |f afailurencticeisdisplayed, users should first contact the credit card service center to verify credit
limits, payments or address information.

# Flectronic Payment - Netscape
Date Incurred Description Amount
2003-07-23 Motion to Abandon{02-20105) [motion,mabmn] $ 75.00
16:21:46 7500 ’
Usersare grongly
encouraged to pay 2003-07-23 Motion for Relief From Stay(02-20106) $ 7500
feesby the end of the 16:37:22 [motonmrlfsty] (7500} ’
d_ay the fee event was 2003-07-23 Motion to Conwvert Case to Chapter $15.00
filed. If fee events are 16:38:53 7(02-20101) [motion,menv7] { 15.00) :
entered and not paid
on Friday, a lockout 2003-07-28 Motion for Relief From Stay(02-20110) $75.00
will occur over the 10:24:28 [motonmrlfsty] (7500} ’
weekend. Total: $
240.00
Pay MNaow | Cantinue Filing b
=

Figure4

U.S. Bankruptcy Court-District of Utah 130 March 18, 2008



CM/ECF Comprehensive Reference Manual

March 18, 2008 131 U.S. Bankruptcy Court-District of Utah



CM/ECF Comprehensive Reference Manual

8.2

Internet Payment History

Figure 1 below is an example of the Internet Payment History report. The report will display a full accounting of
online payments for the user according to the dates you specify. The default setting for the report is one month from
the date that you open the history window.

Reference:

e Section 7.1 Internet Credit Card Processing (I nter net Payments Due)

Bankruptcy . Adversary . Query

Reports . utilities . Logout

SECF

Internet Payment History for mmbaty ,
6/28/2003 to 7/28/2003

Date Paid

Payment

Description Method

Receipt # Amount

2003-07-23 10:16:55

Motion for Relief From

| $tay(02-20100) [metion,malfsty] (
| 75.00)

Motion to Convert Case to Chapter

| 7(02-20100) [motion,menv7] (
| 15.00) credit card

1111B74843 | § 90.00

2003-07-23 16:11:24

2003-07-28 10:26:21

Amended Schedules

| (Fee){02-20100) [mise,amdsch] (
|20.00} credit card

Motion to Abandon(02-20105)

| [motion,mabn] ( 75.00)

| Motion for Relief From
| Stay(02-20110) [motion,mrlfsty] {
75.00)

Motion for Relief From
| Stay(02-20106) [motion,mrlfsty] {

| 72 Ao

1111B74854 | § 20.00

& =0=| [Document Done

Figurel
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8.3

Maintain ECF User Account

Asaregistered user, you will be given access to maintain your own account information through Maintain Y our
ECF Account. Using this option, users can update their name, mailing and e-mail addresses, phone and fax numbers,
and passwords. Users can then control the accuracy of their own information in atimely manner. The user account
will need to be updated as changes occur, such as change of address, change of email provider, and when the need to
change your password occurs.

Changing of password will need to occur if your fedl the password security has been compromised or when an em-
ployee with access to your account, leaves your employ.

STEP 1 Click on the Utilities hyperlink on the blue bar. Click on the Maintain your ECF Account.

STEP 2Y our user account information will be displayed (see figure 1). Any correction made to the user informa-
tion on this page can affect all your cases (see submitting changes on next page).

Change Email

STEP 1 Click on the [Email Information] button to access your email information. Change your primary
address in the Primary e-mail address.

STEP 2 Add additional email addresses

STEP 3 You can aso receive notices for other cases that you are not involved in by adding case numbers
to the text area labeled “Send notices in these additional cases’. Click the [Return to Account screen)
when finished with email settings.

More User Information (change password)

STEP 1 Click on the[More user information] button to change your password. The only thing that can
be changed on this screen in the password.

STEP 2 Highlight the current password in the text box.

STEP 3 Changethe password. It isrecommended that you use a combinations of |etters and numbers/
symbols to create your password. Thiswill makeit harder for someone to randomly discover your pass-

word. Click the [Return to Account screen] when finished with changing your password.
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Reports
Maintain User Account =
Last name mmbaty First name
Middle name Generation
Title Type aty
Office |Michelle Bugni
Address 1 |35D South Main Street
Address 2 |
Address 3 |
City [salt Lake City State [UT Zip [8a101
Country County -
Phone [801-524-5630 s [
SSN Tax Id
Bar Id Bar status Mail group
Initials mmb DOB AO code Person end date
Email information | hore user information |
Submit Clear =
8 == [Dosument Done SlEe % @[3 W2
Figure 1

Submitting changes

STEP 3 Onceyou are finished with changing/managing your account information, click on the [Submit] button.

STEP 4 A screen will appear requesting that you select the cases to be updated (see figure 2). Leave the default Up-
date All highlighted and click on Submit your changes.

A Change Confirmation screen will display informing you that your account and associated cases have been updated.

- e

—
EEC F Bankruptcy . Adversary + Query + Reports + Utities + Logout ‘?
Searching for existing Attorney Records
Select the cases to be updated

CAUTION: If you modified name, SSN, Tax ID, or Bar ID on the previous screen, the new values will be recorded for ALL
cases to which the person is linked. Modifications of other items will be recorded ONLY for those cases you select below.
Click the question mark on the menu bar above for more information.

Jeremy Steve Hansen and Christina Stacey Hansen

Jeremy Steve Hansen and Christina Stacey Hansen

Thomas Jefferson Sawyer and Rebecca Sawyer

Barry Clint Simpson and Lisa Marie Simpson

Thomas Jefferson Sawyer and Rebecca Sawyer

Barry Clint Simpson and Lisa Marie Simpson

1999-26584 William D. Clinton, and R. Steven Chambers
2000-20823 Jed T. Clampet and Dally Clampet

2002-20005 Edward Pakenham and Sarah Pakenham =l

Subrnit Clear

& == [Dacument Done

Figure 2
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8.4

Transaction Log

The Transaction Log isarecord of all transactions that have occurred on the account currently logged in.. If thereare
multiple accounts in your office, you would view them separately. This could be a useful tool for tracking activity
within your office on a particular account or employee.

Thetransaction log is queried by date, allowing you to select the date range.

STEP1 Click on the Utilities hyperlink on the blue bar. Click on the View your Transaction
Log.
STEP2 Enter gart and end datesin MM/DD/YYY'Y format, or accept the default dates. Click

the [Submit] button.

STEP3 The Transaction Log is displayed (see figure 1). Thelog displays a transaction 1D
number, Dates of the transactions, case numbers of the cases the account has been in-
volved in, and a brief text of actions performed.
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32 District of Utah - Train Database - Netscape

File Edit Miew Go Communicator Help

< w 3 4 a < o4 @ 3
Back Fopwad Reload Home Search  Metscape  Print Security Shap Sitan)
M ﬁlnslantMessage WebMail Radio People Tellow Pages Download Calendar L‘i Channels

M ,,‘!v Bookmarks \.& Location: |https: //ecttain uth.uscourts, gov/cgi-bin/login. pl?430960453421803-L_916_01 j ﬁl'whal‘s Rielated
=

Transaction Log
Report Period: 04/29/2003 - 07/15/2003
Case
Id Date Number Text

7359904/29/2003 (9:34:25/03-25650 Opened New BK Case 03-25650

Objection to (related document(s):[7] Motion for Relief
From Stay) Filed by Zions Mortgage LL.C (mmbaty, )
73605/04/29/2003 11:20:49(03-25651  |Opened New BK Case 03-25651

73614/04/29/2003 11:27:20/03-25651 Modified cr_id , Nothing Updated in creditor table
73614/04/29/2003 11:27:20/03-25651 insert 1 creditors loaded

Motion to Abate, Application for Compensation for

73623/04/29/2003 11:41:38/2-03-bk-25651 mmbaty , Debtor's Attormey, fee: $1500.00, expenses:
$45.00. Filed by mmbaty (mmbaty, )

Notice of Hearing (related document(s):[3] Motion to
‘Abate, Application for Compensation) Filed by mmbaty
73626 /04/29/2003 11:45:212-03-bk-25651 [on behalf of Jane Dow , Jon Dow Hearing scheduled for
7/3/2003 at 10:00 AM at US Bankruptey Court.

g =p=| |Document: Dane EE ==

73600/04/29/2003 11:05:212-02-bk-50006

Figure 1
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8.5

Recipient Mailing List

The Mailings option under the Utilities menu selection will provide alist of e ectronic and manual recipients for a
case. Thisinformation can be used to create a certificate of service and allow the user to indicate the method in which
service was provided to parties.

Thenotice to partiesis created and converted to PDF before you actually fileit electronically. By utilizing the Mail-
ings option you can enter the case number and see what parties will require a manua notice and what parties will re-
ceive the eectronic notification and include this information on the service list.

3/ District of Utah - Train Database - Netscape
File Edit View Go Communicator Help

i« » 3 4 = < 34 B @
Back  Fomwzd  Reload  Home  Search  Metscape  Print Secuity  Shop Siop

7 é%lnslanlMessagE ‘webhail Radio People ‘fellow Pages Download Calendar D" Channels

1 v,,‘!vBuukmarks J[, Location: |https: / fect-train, utb. uscourts. gov/cgibin/login pl?1 09223190629024-L_916_01 j @'Whal's Related

Mailing Information for Case 02-20100 i

Flectronic Mail Notice List

INOT A MAILING MATRIX!
. The following 1s the list of attorneys and/or trustees who are currently on the list to receive e-mail notices for this case.
Shortcut: Copy (Ctrl ¢ he following is the list of & h tly on the ive e-mail notices for thi
and Paste (Ctrl v) di-
ly from the list t e
rectly ro_rn elistio michelle_bugni@utb.uscourts.gov
the pleading you are
preparing. Manual Notice List
Type (Recewed Elec- The following is the list of attorneys and/or trustees who are not on the list to receive ¢-mail notices for this case (who
tronical |y) by the therefore require manual notieing). You may wish to use your mouse to seleet and copy this list into your word processing
names listed to received program in order to create notices or labels for these recipients. o
electronic notification. kevin R. Anderson
32 Exchange Place
fuite 600

Salt Lake City, UT 84111

Kent W. Plott
3269 South Main Street, Ste. 100
Salt Lake, UT 84115

EI== \
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8.6

ECF Users Report

Thissimplereport will display al registered ECF userswithin the system. This users are attorneys and trustees. The

list is show al phabetically.

h District of Utah - Live Database -
[
-—

Icl

Personal =

¥ Webmail

7y

%P My Yahoo!

Bankruptcy  «

Utah Banlauptey Cowt ECF User List
current as of Thu Aug 11 09:30:28 LIDT 2005

Adams, Gregory T (aty)
Adams, Lewis P. {aty)
Affleck, Adam 3. (aty)
Ahlstrom, Chatles E. (aty)
Anderson, JTames W (aty)
Anderson, Matthew L. (aty)
Anderson tr, Eevin . (i)
Aratnbury, Troy I (aty)
Atwood, Bobert D. (aty)
Austin, Christian D. {aty)
Bailey, Steven B. {aty)
Bailey tr, Steven E. (i)
Baldwin, Vicki M {aty)
Ball, Tohn P. (aty)

Banen, Lisa Perry (aty)
Barnes, Jason F. (aty)
Barnes, Lyle J. (aty)
Barnes, 3. Mark (aty)
Barrett, Douglas L. {aty)
Barrett, Sanford (aty)
Barringer-Thomson, Warlyn D. (aty)
Bates Warlon T. (aty)

[ Diskrict of Utah - Train Data...

SECURITY
CEMTER

kil

[ District of Utah - Live Datahase

Adversary + CQuery + Reports « Utilities -

Tools

Help

9 &

47 Free Hotmail $%° ECF Train "¥?USBC Home Page @ Training Department

CRl

Logout

»

»

0 ecf.uth,uscourts,gov |£;| Dane

(n
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9.0.0

Trustee Events

This section will cover a number of basic trustee events within ECF.
The prior sections where the building blocks that will allow you to
docket this events.

The topics here are an example of the docketing that you will perform.
There are three different docketing types that you will perform: a stan-
dard attach PDF document filing; referring to an existing document
filing; and a filing which requires scheduling.

These filings are similar to all filingsin ECF. Once you see how to
perform these basic procedures, you will be able to perform the major-
ity of docketing in ECF.

This chapter will cover:

Chapter 13 Trustee’s Motion to Dismiss (Non-payment)
Recommendation for Dismissal

Trustee’s Withdrawal of Document

Notice of Filing of Trustee’s Final Report and Account Be-
fore Distribution

e Multi-case Filings

e Trustee’s 341 Filings
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0.11

Chapter 13 Trustee’s

Motion to Dismiss
(Non-payment)

The Motion to Dismiss is a good example of the majority of the docketing eventsthat you will per-
form. The steps here are simply selecting a party and attaching a PDF document.

Found: Bankruptcy//Trustee/U.S. Trustee

Reference:

eSection 2.6 Attaching a PDF Document
eSection 5.1 Motions

It is assumed that you have already entered your case number and are at the screen displaying the
Trustee’s Events (see figure 1).

STEP1

STEP2

STEP3

STEP4

Select Trustee’s Motion to Dismiss from the Trustee’s Event screen.

The Party Select screen will follow. Select the party that you are filing for (if you
arefiling asthe trustee, select the trustee). Click on the [Next] button.

Attach your PDF document using the procedure in section 3.6: Attaching a PDF
Document. Click on [Next].

Enter any changes that you want to make to the final text. Thisisthe text that will
be shown on the Docket Report and on the Notice of Electronic Filing.

NOTE: Make sure that your entry is accurate up to this point. When you click on
the [Next] button, this event will be sent to the court and applied to the case.
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Adversary + Query -«

Trustee action

[BIFCNY
02-20005 Edward Pakenhatn and Sarah Pakenharn

Appointment of Successor Trustee
Appointment of Trustee a
Chapter 12 Trustes's Final Report and Account
b Chapter 13 Trustes's Final Report and Account [Trustes's]
Motice of Appointment of Creditors' Committes
Trustee's Certificate of Service
Trustee's Certificate of Service Re: Mizcellaneous Pleadings
P Trustee's Deposit of Unclaimed Funds

[l
Figure 1
March 18, 2008 145
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90.1.2

Recommendation for Dismissal /

Trustees 341 Minute Entry to
Dismiss

The Recommendation for Dismissal is an example of a docketing event that will set a schedule ef-
fect inthe case.

The main addition to section 4.1, is the referencing of an existing document

ZECF bomkruptey  + Adversory  + Ouery -
. [Trustee action
Figurel

35‘2:3?05 Edward Pakenham and Sarah Pakenham

pis
EDZE (Trustee's) I
Notics

Truste

Truasts Fleadings

Truster =
Hewt|
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It is assumed that you have already entered your case number and are at the screen displaying the
Trustee’s Events (see figure 1).

STEP1

STEP2

STEP3

STEP4

Select Trustee’s Recommendation for Dismissal from the Trustee’s Event screen.

The Party Select screen will follow. Select the party that you are filing for (if you
are filing as the trustee, select the trustee). Click on the [Next] button.

Y ou will get a combination screen which will ask you for a Date of Certificate of

Mailing. Enter the datein MM/DD/Y'Y format.

Attach your PDF document using the procedure in section 3.6: Attaching a PDF
Document. Click on [Next].

Enter any changes that you want to make to the final text. Thisisthe text that will
be shown on the Docket Report and on the Notice of Electronic Filing.

NOTE: Make sure that your entry is accurate up to this point. When you click on
the [Next] button, this event will be sent to the court and applied to the case.

00-01295 Ulysses Simpson Grant

March 18, 2008
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9.1.3

Trustee Withdrawal
of Document

The Withdrawal of Document is an example of a docketing event that references an existing docu-
ment.

The main addition to section 4.1, is the referencing of an existing document

[Trustee action

Figurel

[BIFCNY
02-20005 Edward Pakenham and Sarah Pakenham

K — T
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It is assumed that you have already entered your case number and are at the screen dis-
playing the Trustee’s Events (see figure 1).

STEP1

STEP2

STEP3

STEP4

Select Trustee’s Withdrawal of Document from the Trustee’s Event screen.

The Party Select screen will follow. Select the party that you are filing for
(if you are filing as the trustee, select the trustee). Click on the [Next] but-
ton.

Y ou will get acombination screen which will ask you if thisfiling refer-
ences an existing document. If it does, Follow the procedures in section
3.13: Objection to M otion/Referencing an Existing Document.

Attach your PDF document using the procedure in section 3.6: Attaching a
PDF Document. Click on [Next].

Enter any changes that you want to make to the final text. Thisisthe text
that will be shown on the Docket Report and on the Notice of Electronic
Filing.

NOTE: Make sure that your entry is accurate up to this point. When you
click on the [Next] button, this event will be sent to the court and applied to
the case.

March 18, 2008

149 U.S. Bankruptcy Court-District of Utah



CM/ECF Comprehensive Reference Manual

0.14

Notice of Filing of Trustee’s Final Report
and Account before Distribution

The Notice of Filing of Trustee’s Final Report and Account Before Distribution enables you to set
a hearing date or objection deadline for the Trustee’s Final Report and Account.

Figurel

] I T I3
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It isassumed that you have already entered your case number and are at the screen displaying
the Trustee’s Events (see figure 1).

STEP1 Select Notice of Filing of Trustee’s Final Report and Account Before Distribu-
tion from the Trustee’s Event screen.

STEP2 The Party Select screen will follow. Select the party that you are filing for (if
you are filing as the trustee, select the trustee). Click on the [Next] button.

STEP3 Y ou will get a combination screen which will ask you to set a hearing date
(figure 2). If your notice does not set a hearing, ignore this portion of the
screen.

If you need to set adate, contact the court to get the date, time and location of
the hearing.

Attach your PDF document using the procedure in section 3.6: Attaching a
PDF Document. Click on [Next].

STEP4 Enter any changes that you want to make to the final text. Thisisthe text that
will be shown on the Docket Report and on the Notice of Electronic Filing.

NOTE: Make surethat your entry is accurate up to this point. When you click
on the [Next] button, this event will be sent to the court and you applied to the
case.

[Trustee action:
00-01298 Ulysses Simpson Grant

Bypass the following screen if no hearing has been set! Hearing Information

It orcer to enter a hearing dateftiredocation, you must obtain prior approval from the presiding judge. Contact the Chambers of Judge Clark
Hearing Date: l Calendar_| Hearing Time: © AM C PM
Location: [-]

Select the pdf document (for example: CAM99cv501-21 pdf)
Filename

Attachments to Document: & No  Yes

MNewt| Clear

Figure 2
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9.1.5

Multi-Case Docketing

The multi-case docketing function allows you to apply either a boilerplate docket text to a group of
cases or to file a single document to a group of cases.

EE F Bankruptcy + Adversary + Query ¢ Reports

Multi Case Docketing
You can create your list of case num- case fumber(s)
bers using a word processor, and e
then perform a Copy and Paste func- _ b |oz-20055
tl onto pl ace the nUmberS in the case FI gur e 1 99.12345, 1.99-bk-12345 or 1-99.5k-12345
number box within ECF. f ]
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STEP1 Click on the Multi-Case Docketing link under the Bankruptcy link. Thiswill

bring up the case number box (figure 1). You can enter multiple case numbers
into the box.

If any of the numbers are invalid, you will get a general error message. You will
then need to look at each individual case number to ensure that the case numbers
are correct. A space before a case number makes the number invalid.

When you have finished entering the case numbers, click on [Next].

STEP2 Select the type of filing that you are performing — either a Chapter 13 Trustee’s

Final Report and Account; or Trustee’s Report of No Distribution (Chapter 7).
Click on [Next].
Chapter 13 Trustee’s Final Report and Account

The filing date is set to the current date by default.

Attach your PDF document using the procedure in section 3.6: Attaching a PDF
Document. Click on [Next].

Enter any changes that you want to make to the final text. Thisisthe text that will

be shown on the Docket Report and on the Notice of Electronic Filing. Click on
[Next].

Any changes made to the final text will appear in every case in the set.

Trustee’s Report of No Distribution

Multi Case Docketing :
00-01258 Ulysses Simpson Grant

EE F Bankruptcy + Adversary =«

38-16552 John Longstreet Multi Case Docketing
02-20025 Albert Paul Hill

01-09998 Albert Smith 00-01298 Ulyszes Simpson Grant
08-16552 John Longstreet
02-20025 Albert Paul Hill
({01-09999 Albert Smith

TRUSTEE'S NO LSSET REPORT. The Trustee of

staves: That he/she has received neither money nor property of this estate or hag

received a minimal amount of money; that he has made diligent inguiry into the
whereabouts of property belonging to the estate (unless the case has been
d); that there are minimal or no asset

the estate of the above-named debtor

Chapter 13 Trustee's Final Report and Account
Chapter 7 Trustee's Report of No Distibution
Matrix via E-mail [COURT USE ONLYY)

n the estate over and above the
tions claimed by che debtor and no ohjection has been filed to those

= tions; that funds collected, if any, are insuffici
i,

=

=nt to warrant
stration as an asset case and have heen returned to the debtor; that any
nnnnnnnn pt real or personal property listed by the debrtor, if not previeusly
abandoned by the Trustee, is hereby abandoned, or if the case has converted to a
case under Chapter 13, that anv assets collected bv the Trustee have been
[attention!| Submitting this screen comimits this transaction. You will have

o further opportumty 10 modify thie submission if you continue.

Mext Cl
Mest| Clear il ﬂl
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9.1.6

Trustee’s 8341 Filings

The Trustee’s 341 Filings link allows you to docket aNo Action, A Report of No-Distribution, an
Initial Report, or to continue to a later date.

Only cases for you will be shown, not al cases for that day.

STEP1 Click on the Trustee 341 Filing link. Thiswill bring up the Schedule/Calendar
screen (seefigure 1). Enter adateinthe MM/DD/Y'Y format, and then click on
[Next].

Y ou can click on the [Calendar] button to bring up a calendar window. Click on the
date that you are interested in and the date will be transferred over to the date filed
on the Schedule screen.

STEP2 Y ou will now have a listing of all the cases that are/were scheduled to be held for
that day. You also have the option of selecting four different docketing events: 1)
No Action; 2) A Report of No-Distribution; 3) an Initial Report; 4) or to Continue
to alater date (seefigure 2).

STEP3 When you click on the [Submit] button, the following will happen, depending on
which event you selected:

No Action: you will get a screen saying that nothing was docketed (“No Docket
Entry is Created”).

Report of No-Distribution: A boiler-plate text is inserted into the docket and you
will receive a Notice of Electronic Filing.

341 Held: allows you to memorialize the hearing by an entry on the docketing sim-
ply stating that a hearing was held in that case.

Continueto: alows you to docket a continuation date. This option will only
docket an entry and will not produce a notice to parties. Enter a Date and Time that
you will continue the hearing to.

An asterisks (*) will appear by the event if that event has been entered for that case previously.
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EEC F Bankruptcy

Trustee's 341 Filings

Diate: IE,’SEI,’EIE Calendar |
Mexst | ﬂl

Figure 1

O=————————————District of Utah - Train Database - Netscape 6 —8—A———"\+——————— [MO|H

» Fil= Edit “iew Search Go Bookmarks Tasks Help

OQ o O O @ [ https:/sect rain uth uscourts. govegibinlogin pl?577704346323828-L_20_0-1 | [Cy Search | ng
” ; .

« & Home Metscape Ck Search  EJBookmarks %% Calendar % Radic %% ECF Training Exte... % JavaScrpt Kit- Co... %% Training Dept Sta...

EE F Bankruptcy Adversary +  Query -« Reports +  Utilities + Logout

U.S. Bankruptcy Court
District of Utah
Trustee Duane H. Gillman
Date: 5/30,/2002

Report of
Case No. No Action  No-Distribution Initial Report Continue To Date Time  AMPM
02-20104 Andrea G. Keetch & o % e | | | =

Submit I Clear I

=~

Figure 2

March 18, 2008 155 U.S. Bankruptcy Court-District of Utah




CM/ECF Comprehensive Reference Manual

Trustee Alphabetical Events List

12/21/2005

Amended Document |Bankruptcy Events - Trusee/US Trustee

Application to Employ Attorney |Bankruptcy Events - Trustee/US Trustee

Application to Employ Professional |Bankruptcy Events - Trustee/US Trustee

Appointment of Ombudsman |Bankruptcy Events - Trustee/US Trustee

Declining Dismissal of Case (Mation) |Bankruptcy Events - Trustee/US Trustee

Determine Value of Property (Motion) [Bankruptcy Events - Trustee/US Trustee
Misstatement of Income |Bankruptcy Events - Trustee/US Trustee
Resignation/Appointment of Successor Trustee (No Image) |[Bankruptcy Events - Trustee/US Trustee
Statement of Change of Presumed Abuse |Bankruptcy Events - Trustee/US Trustee
Statement of No Determination of Presumed Abuse |Bankruptcy Events - Trustee/US Trustee
Statement of No Means Testing Documents Filed |Bankruptcy Events - Trustee/US Trustee
Statement of Presumed Abuse |Bankruptcy Events - Trustee/US Trustee

Trustee's Certificate of Service |Bankruptcy Events - Trustee/US Trustee

Trustee's Chapter 12 Final Report and Account [Bankruptcy Events - Trustee/US Trustee
Trustee's Chapter 13 Motion to Dismiss (Generic) |Bankruptcy Events - Trustee/US Trustee
Trustee's Claims Report (Chapter 13) |Bankruptcy Events - Trustee/US Trustee

Trustee's Correspondence |Bankruptcy Events - Trustee/US Trustee

Trustee's Declaration of Non-Compliance |Bankruptcy Events - Trustee/US Trustee
Trustee's Directive |Bankruptcy Events - Trustee/US Trustee

Trustee's Final Rpt/Acct-Asset |Bankruptcy Events - Trustee/lUS Trustee

Trustee's Monthly Financial Report |Bankruptcy Events - Trustee/US Trustee

Trustee's Natice of Abandonment [Bankruptcy Events - Trustee/US Trustee

Trustee's Notice of Completed Plan |Bankruptcy Events - Multi-Case Docketing

Trustee's Notice of Completed Plan [Bankruptcy Events - Trustee/US Trustee

Trustee's Natice of Filing of Trustee's Final Report and Account Before Distribution (NO HEARING) |Bankruptcy

Events - Multi-Case Docketing
Trustee's Notice of Filing of Trustee's Final Report and Account Before Distribution |Bankruptcy Events
Trustee

- Trustee/US

Trustee's Notification for Dismissa (Private) (Chapter 13 Cases only) |Bankruptcy Events - Multi-Case Docketing

Trustee's Objection asto Form of Order |Bankruptcy Events - Trustee/US Trustee

Trustee's Objection to Confirmation of Plan |Bankruptcy Events - Multi-Case Docketing
Trustee's Objection to Confirmation of Plan |Bankruptcy Events - Trustee/US Trustee

Trustee's Objection to Debtor's Claim of Exemption [Bankruptcy Events - Trustee/US Trustee
Trustee's Objection |Bankruptcy Events - Trustee/US Trustee

Trustee's Report of Sale |Bankruptcy Events - Trustee/US Trustee

Trustee's Report| Bankruptcy Events - Trustee/US Trustee

Trustee's Request For Creditorsto File Claims |Bankruptcy Events - Multi-Case Docketing
Trustee's Request For Creditorsto File Claims |Bankruptcy Events - Trustee/US Trustee
Trustee's Request for Creditorsto File Claims (NO IMAGE) |Bankruptcy Events - Multi-Case Docketing
Trustee's Request for Creditorsto File Claims (NO IMAGE) [Bankruptcy Events - Trustee/US Trustee
Trustee's Request for a Bill (NO IMAGE) |Bankruptcy Events - Multi-Case Docketing

Trustee's Request for a Bill (NO IMAGE) |Bankruptcy Events - Trustee/US Trustee

Trustee's Request for a Bill |Bankruptcy Events - Multi-Case Docketing

Trustee's Response |Bankruptcy Events - Trustee/US Trustee

Trustee's Stipulation to Abate Payment(s) [Bankruptcy Events - Trustee/US Trustee

Trustee's Supplemental Final Report |Bankruptcy Events - Trustee/US Trustee

Trustee's Withdrawal of Document [Bankruptcy Events - Trustee/US Trustee

Trustee's Withdrawal of Motion to Dismiss [Bankruptcy Events - Trustee/US Trustee

Trustee's Withdrawal of No Asset Report |Bankruptcy Events - Trustee/US Trustee

Trustee's Withdrawal of Objection |Bankruptcy Events - Trustee/US Trustee

Trustee/US Trustee |Bankruptcy Events

Trustee/USTR's Notice of Endorsement (NO IMAGE) |Bankruptcy Events - Trustee/US Trustee
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Trustee/USTR's Recommendation for Dismissal (HUSBAND ONLY) |Bankruptcy Events - Trustee/US Trus-
tee

Trustee/USTR's Recommendation for Dismissal (WIFE ONLY) |Bankruptcy Events - Trustee/US Trustee
Trustee/USTR's Recommendation for Dismissal [Bankruptcy Events - Trustee/US Trustee

Trustee/USTR's Request Re: BNC Noticing |Bankruptcy Events - Trustee/US Trustee

USTR Appointment of Chapter 11 Trustee |Bankruptcy Events - Trustee/US Trustee

USTR's Minute Entry (341)|Bankruptcy Events - Trustee/US Trustee

USTR's Notice of Appointment of Creditors Committee |Bankruptcy Events - Trustee/US Trustee
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Appendixes

This section will cover

A. System Troubleshooting and Help Section
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System Troubleshooting and
Help Section

This section isintended to provide eectronic filers with helpful tips and inform users of issues that have arisen. Hope-
fully thisinformation will be helpful to users should you experience similar symptoms.

The court web siteisalso agreat resource for information and updates. The web address is www.utb.uscourts.gov.

Clearing the Cache for Web Browsers

In order to speed up web browsing, web browsers are designed to download web pages and store them locally on
your machinein an area called “cache”. When you visit the same page for a second time, the browser speeds up dis-
play time by loading the page locally from cache instead of downloading everything again. This sometimesresultsin
less than current versions of web pages being displayed.

Also, these cache files aren’t always automatically deleted and can cause computer lock-ups or unusual behavior.
If you believe that you have aless than current version of a page or are experiencing problems with your computer,
the cacheis probably to blame. Please follow the steps below to clear the cache in your browser.

The directions vary depending on whether you use the Netscape or Internet Explorer.

Internet Explorer

e Onthetop of your screen in the pull-down menus click Tools

Then select Internet Options.

A dialogue box will appear with tabs, Click on the General tab

Under the Browsing History section, click on the Delete button.

The Delete Browsing window will come up. Click on the Delete Files button within the Temporary Internet Files
section. Confirm the deletion.

e Click on Close when done. Then OK.

Firefox 2.x

e Click on Tools and select the option “clear private data..Ctrl+Shift+Del.”

e Theclear private data window will appear.

e  Select the cache and browsing history from thelist of items and click the button “clear private data now.”
e Exit and relaunch the browser.
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Tanoo! MesSsSenger:

P

=il 2

General | Security | Privacy | Content | Connections | Programs | Advanced

"—Eerb Images | Video | Local | Shopping | more =

Home page -

To creake home page tabs, bvpe each address on its own line.

=]

Delete Browsing History

@

http:/ P wahoo,com!
http:/fnews, vahoo,com/

| Temporary Internet Files

| Copies of webpages, images, and media that
are saved Faor Faster viewing,

Celete files...

’ Use current ][ Use default ” Use blank. ]

Cookies

Browsing history

Delete temporary files, history, cookies, saved passwords,

I

Setkings ]

"l_.:' and web Form infarmation,
Delete. ..
Search
p Change search defaults,

Tabs
— Change how webpages are displaved in
tabs,

Setkings
Setkings

Files stored on your computer by websites to
save preferences such as login information,

History
List of websites wou have visited,

Form data

Saved infarmation that wau have byped into
forms,

Passwords
Passwards that are aukarnatically Filled in when
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Viewing PDF Documents in Microsoft IE 6.0 or XP

Operating Systems

A filer may experience viewing problemsisusing Microsoft |1E 6.0 and Microsoft XP operating systems.

To view the PDF documents using the above software you must change the settings in Adobe

Acrobat software (Reader or Writer).
From the Adobe menu bar select Edit,
Then select Preferences

Then General. The Preferences window will open (figure 1).

Select Options from thelist.

Under the Web Browser Options, uncheck the Display PDF in Browser and uncheck Allow Fast Web View.

Click on OK.

Batch Processing
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Comments
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Display

Extract Images
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Full Screen
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Crline Comments

Search
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Appendix A: System Troubleshooting and Help Section
Internet Explorer and Blank Pop-ups

A filer indicated that he had received a blank pop-up screen upon submission of a fee event instead of the screen
containing the credit card payment options. The Information Systems Department at the court ran someteststo try
and determine the source of the problem and thisis what they found out.

Tested running Windows XP - 1E6.0.2800 (with 128-bit cipher)
Thishas a so been tested in Win98 - | E 6.0.2800 (with 128-bit cipher)

Both instances are able to see the content within the pop-up window (iccc payment screen).

There are a few factors which could cause this problem:

o |E6itsaf (maybe an earlier version did in fact have this problem, because Google came up with some hits)

e 3rd party advertisement blocking software which would block the majority of content from being displayed
in a pop-up window. Such programs as ad-aware/ spybot etc.. might be associating the ICCC pop-up asa
valid site to block. They can't stop the call to open anew browser (pop-up) but they can block the download
of datafrom certain sites which they deem as advertisement / spy / cooking tracking etc... possible sites.

| think thisitem isalong shot - I'velook at Spybot’s homepage and don't see iccc.gov on their blocked list.
http://spybot.safer-networking.de/index. php? ang=en& page=knowl edgebase/threats

Google also mentioned if you are experiencing this problem (and don't have any ad-aware programs running) to
try the following:

Make surethe Library files areregistered correctly in the system
registry:
Click Start, click Run
In the Open box, type regsvr32 <filename> , where <filename> is one of the following file names:
Shdocvw.dll
Mgava.dll
Urlmon.dil
Mshtml.dll
Browseui.dll
e Thenclick OK.
When you receive a message that statesthat registration succeeded, click OK .
Repeat steps 1 through 3 to register each of the filesthat arelisted in step 2 This seemsto work on multiple plat-
forms for 1E6.0.2800.

Problems Downloading Netscape from Court’s Web Page

A user had difficulty downloading Netscape from the link made available on the court’s site. It was suggested
that instead of clicking on the download link with the left mouse button, the user RIGHT-click the link then select
"Save Target As...".

The download started correctly, with an estimated time of about 6 minutes over a high speed connection.
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Scanner Settings and Pages Sizes

There has be some problems with scanned PDF documents, particularly electronic orders, that have a page
size larger than 8 1/2” x 11”. This causes a problem for el ectronic orders which are sent to the Bankruptcy No-
ticing Center (BNC). The BNC server will throw out the order and then issue to the court an Exceptions Report.
Basically, your submitted order was rejected and not noticed. Y ou will need to notice this order manually.

Y ou will need to check when you scan your documents, that the PDF document meets thelocal rule require-
ment that the pages be 8 1/2” x 11”. Y ou will need to make adjustments to the scanner’s settings to ensure that
the pages scan at the page requirement.

If you are creating your orders by aword processor, then printing and scanning, consider simply converting
the order to a PDF document from the word processor (see section 2.3). Thiswill save you time, make a smaller
file for upload, and the document will be clearer and more legible.
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